of 
Boston. See story, page 32. 
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WEUTRA-TORE 
GRAN 


Fos pictures of “Y and E” steel 
office equipment, write for book- 
let No. 4002-487. There is a "Y 
and E” representative in your 
community. Call him for help in 
planning an effective office. 


“This man knows how to work” 


‘Joe Martin had called on me several times asking for some of our business. 
Today I called on him to see what sort of an outfit he had. I was impressed. 
His office had an air of quiet efficiency. It was pleasant to look at too. 
This man knows how to work . . . how to get things done,” I thought 

Joe's office helped him make a sale that day—it will help him many 
more times because, like a well made suit, it shows Joe at his best. 

Your office can help you to greater success—if you plan it with care. 
“Y and E” office equipment is designed and made to fit an office that 
expresses success. It is efficient to use and pleasant to look at. 


Also Makers of Quality Filing Systems and Supplies 
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“VM SORRY THESE SALES 
BULLETINS HAVE BEEN DELAYED, 
BUT WE HAD TO CUT AN ADDITIONAL 
SET OF STENCILS TO 
FINISH THE RUN.” 


“‘HAMMERMILL 
ADVERTISING SAYS THAT 
WE SHOULD EASILY GET 5000 
COPIES FROM ONE STENCIL 
IF WE USE HAMMERMILL 
MIMEO-BOND. LET’S 
TRY IT.” 


Your mimeographed mailings go out 
on time when you run them on Hammer- 
mill Mimeo-Bond. That’s because this 
crisp, lint-free paper won’t clog your 
stencils... permits operators to turn out 
longer runs of attractive, readable copies 
from one set of stencils. Hammermill 
Mimeo-Bond comes in white and 7 dis- 
tinctive colors, enabling you to put your 
message on a “‘signal system”’ color that 
will readily identify it. 
printed headings on bulletins, sales 
a price lists and many other forms 
which mimeographing is done, your 
printer will be pleased to supply Ham- 
mermill Mimeo-Bond. 

Test Hammermill Mimeo-Bond FREE 
in your own office! Send coupon for 100- 
sheet test packet plus the helpful Ham- 
mermill idea-book “Better Stencil Copies.” 


TEST PACKET OF 
HAMMERMILL 


For the name of a member of the Ham- 
mermill Guild of Printers ready and will- 
ing to supply your printing needs on 
Hammermill Papers, call Western Union 
by number and ask for “Operator 25.” 


Hammermill Paper Company 
1471 East Lake Road, Erie, Pennsylvania 


Please send me—FREE—the 100-sheet packet of Hammermill Mimeo- 
Bond and a copy of “Better Stencil Copies.” 


Name 


Position. 


(Please attach to, or write on, your business letterhead) OM-FE 


‘ LOOK FOR THE WATERMARK . ns Re 
HAMMERMILL’S WORD OF HONOR TO THE PUBLIC 
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; » Check these GF features with 
f GF metal 
ORE people use the 1600 line of GF me ed ilies deck end: youl 


desks than any other desk in the world. ii why the 1600 for yeairs has been 

Large corporations, small businesses and pro- . the world’s largest selling desk 
fessional men all find satisfaction in the utility, a ate = 
flexibility, strength, long life and fine appearance q BL 
of GF metal desks. 1 Resilient Velvoleum top ad 
Drawers never stick or bind. Joints never provides ideal writing surface— = 
loosen. Edges never splinter. Top is smooth, a ee wt 
resilient Velvoleum—the ideal writing surface. 4 ch 
Finished in lustrous gray with anodized aluminum | q Becerative cluminum meid- wt 
: . ing around top protects Velvo- in 

trim, they have an eye appeal that will delight j leum from damage in shipping 
you. They resist fire, moisture, vermin and time. ss and moving, from cigarette burns, - 
Their price makes them an unusual value. Find i from gouges by chairs and clean- ai 
out what these desks can do for you and your office. ; riot of 
Write for illustrated folder and thename of our . 3 = uiaanda cok re 
nearest branchordegler. The General Fireproofing : ern turret lathe is designed for an 
Company, Departméft M-14 Youngstown 1, Ohio. factory production. Ample con- hie 
venient space to work with and its 


wig house the tools of the worker. j 
GENERAL * rt th 


Interchangeable drawers 


FI RE PROOFI NG ae 4 ni suspensions permit quick 7 


rearrangement of any and all 


Foremost in Metal Business Furniture drawers to suit user's needs. oa 
DEALERS THROUGHOUT THE WORLD Four-leg construction pro- 
ite 5 sides greater freedom for user’s Ec 
feet and chair movement, makes os 
cleaning easier, permits closer & 
spacing of desks without crowding. Tl 
4 PS 4 6 Rugged metal construction th 
FY throughout . . . no splinters or efi 
“a rough edges . . . no warping, - 
: shrinking or swelling . . . mois- fo 
ture-resistant, fire-resistant. ve 
> Handsome in appearance 
—all edges and corners rounded 
—warm gray finish relieved by 
Z ; trim of sparkling anodized alu- 
| . 
8 Low in lifetime cost —com- 
pares favorably in initial cost 
with any. other desk—repair, 
maintenance and refinishing ex- M. 
pense negligible. ’ hg 
rec 
He 
Remember, too, that in the GF 1600 _ 
line there’s a desk for every office — 
job —for executives, salesmen, Ha 
clerks, stenographers, typists, ma- E. 
chine operators—over 40 different Pr 
dels of desks and tables in all. age 
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Office Methods, Equipme 


ffice 
Management 


FEBRUARY 
Volume 11 


1950 
No. 2 


AND EQUIPMENT 


nt, Personnel, and Purchasing 


BUSINESS SHOWS. manufacturers’ 
advertising, news and pictures in maga- 
zines read by office people all play 
their part in supplying the information 
which the office must have on the ma- 
chines, the furniture, and the supplies 
which are the tools of accomplishment 
in the field of office management. 


OrFiceE MANAGEMENT & EQUIPMENT 
has from its beginning endeavored to 
give its readers the maximum measure 
of assistance in this respect. as part of 
its general policy of aiding in the ad- 
vance of efficient office management, 
and its departments, “Tools of the Of- 
fice” and “New Things in the News,” 
its Readers’ Service Department, and 
its annual Purchasing Guide, as well as 
the informational advertising carried 
in its pages by leading manufacturers 
have all helped to provide vastly usetul 
material to those who have to do with 
office purchasing. 


Next month Orrice MANAGEMENT & 
EQUIPMENT will bring to its readers a 
new edition of the OFFICE MANAGEMENT 
& EQUIPMENT annual Purchasing Guide. 
This directory of supply sources for 
the things which the office needs for 
effective performance of its task will be 
something readers will want to keep 
for frequent reference throughout the 
year. 


Member of Audit 
Bureau of Circulations. 
Member of 
Associated Business Papers 


M. A. Geyer, President; Donald McAllister, 
Vice-President and General Manager; Thomas 
V. Murphy, Editor; Hugh Ward, Advertising Di- 
rector; John M. Smythe, Mid-West Manager; 
Heskett K. Darby, Raffaela Pastore, Alistair P. 
Masson, Associate Editors. 

Advertising Staff, New York: James E. Neary, 
Eastern Manager; Fred Steinhilber, William H. 
Hasbrouck, Jr., Charles B. Rosengren, Bernard 
E. Neary, Circulation: M. T. Weeks, Manager. 
Production Department: James V. Quirk, Man- 
ager; Milton Sharon. Art Director: Joseph 
Hochfeld. 


Editorial 


by Kimball Darby 


Effective Modernization 
by Charles Hackett 


by J. H. Fitch 


Tools of the Office 
Men in the News 


With the Associations 


ANDREW 


New John Hancock Offices in Boston 
Product Cost and Office Overhead 
by Edwin W. Burbott 


General Office: a Lighting Solution 


A Test for Executives °- 
by J. George Frederick 


MeNeil Company-College Cooperative Plan 


New Things in the News 
Photographic Bookkeeping at Marsh Steel Corp 
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Murray Hill 9-4411 
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Mer., A. C. Kretschmar; Chicago 1, 228 North 
LaSalle St. State 2-2912), John M. Smythe, 
Tom Bulger, Earl J. Lasworth; Los Angeles 14, 
857 San Pedro (Trinity 2324), Josephine L. 
Fisher; San Francisco 5, 593 Market Street 
(Douglas 2-2597), Alexander Rattray; St. Louis 
1, 411 North Tenth Street (Chestnut 1965), 
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all rights reserved. Also publisher of Geyer’s 
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Sit down to a pleasant day... 


An attractive office, complemented by fine furniture, is the 
natural requisite of pleasant working conditions. Add to this 
the designed efficiency and the long life of all steel construe- 


tion and you have Security’s new 4 LEG LINE Desks... a 


complete desk line for executive and general offices. 


4SF-60 Flat Top Desk 


SECURITY STEEL EQUIPMENT CORP., AVENEL, N. J. 
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BOOKS AND BOOKLETS 


Corporation Course, a volume of 900 
pages, and said to be the only compila- 
tion of its kind, presents within one 
binder, authentic data covering almost 
every conceivable problem of corporate 
procedure—all of it arranged so that 
the executive can, with the flip of a 
tab card or a glance at the index, find 
exactly the information he needs. 

Published by Prentice-Hall, Inc., 70 
Fifth Ave., New York, the volume is 
priced at $15. 

Divided into eight main sections, the 
book holds the answers to questions on 
corporate organization, charter, by- 
laws, directors, officers, stockholders, 
capital stock, dividends, and many 
others, over 500 in all. 

The work represents a milestone in 


the tools available to the business 
world. It tremendously reduces the 
time and work involved in handling 


corporate activities, and provides ei- 
fective methods that can save money 
for a company 


1950 Thomas’ Register of American 
Manufacturers (40th edition), a na- 
tional purchasing encyclopedia, is now 
available, according to the Thomas 
Publishing Co., 461 Eighth Ave., New 
York. 

The new Register is published in 
three volumes and index, with a total 
of 7,900 pages. It lists approximately 
90,000 U. S. manufacturers with 600,- 
000 product listings and descriptions 
under 80,000 classifications. 

Volumes 1 and 2 (classified section) 
are compiled alphabetically by product 
with listings of manufacturers by state, 
town and name in alphabetical se- 
quence, with capital rating for each. 

Executive personnel, branches, trade 
names and all other data necessary for 
purchasing activities are included in 
volume 3 (A-Z list of leading manu- 
facturers). 

H. M. Thomas, publisher, discloses 
the fact that due to unprecedented de- 
mand for this new edition, only a lim- 
ited supply is available, priced at $15 
and $12.50 for renewal subscriptions. 


Library of Business Management, a 
collection of six volumes packed with 
valuable business fundamentals, prin- 
ciples, methods, and pointers, is avail- 
able from the McGraw-Hill Book Co., 
Inc., 330 West 42nd St.. New York, 
priced at $18.50. 

Included with the offer is the Busi- 
ness Executive’s Guide, a 252-page 
book written by J. K. Lasser, noted 
tax and accounting consultant and au- 
thor. 

The six-volume library contains no 
theorizing. Instead, the books bring to 
the reader practical problems, tells 
how to analyze them, what to do about 
them, and how to do it. 

The volumes are Business Organiza- 
tion, Business Finance, Credits and 
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HE’S A 
BETTER 
EXECUTIVE... 


. Aimee he pul in Warchant Coleuldtow 


Whether your figure-work is heavy or comparatively light, the 


FULLY AUTOMATIC 


new Figuremaster will get it out accurately and on time. Accounting costs will 


go down . . . operating efficiency will go up. For heavy-volume work the Fully 


Automatic Figuremaster is recommended. For light work the low-cost Semi- 
Automatic model is ideal. Both are available in 10 or 8 bank capacities . . . choose 
whichever fits your requirements and business budget. If your need is temporary, 
rent a Figuremaster. The Marchant Man in your phone book is ready to prove 
by a demonstration on your own work that Figuremasters will do your calcu- 
lating easier and at less cost. Phone him today or mail the coupon to Marchant 
siiit audelinaaaam Calculating Machine Company, Oakland 8, California. 


FIGURE FASTER WITH A 


MARCHA N 


- 


Oakland 8, California El 


Please send me free information about H 
the new Figuremas. ; 


Fully Automsticl_] Semi-Automatic] Rental L_] H 


AM 1CA'S FIRST CALCULATOR 
| City. State. 
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I don’t dread as spirit a 
duplicating job with 


MARATHON 


READY-MASTERS 


they're | @ 


| 
cleaner!) 


Say, Boss, did you ever prepare an ordi- 
nary master for hectograph duplicating, 
yourself? If you have, then you know why 
the gals practically live in the washroom 
trying to get off those almost indelible pur- 


ple stains . . . why you find their finger- 
prints on your copies . . . and why they 
just up and quit whenever they think a 
duplicating fill-in job is coming up. Mara- 
THON Reapy-Masters end all that. 
MaraTHON Reapy-Masters are “Super- 
Coated” . . . carbon surfaces and all cut 
edges are protected by a varnish-like film 
that makes them so much cleaner to han- 
dle. Reapy-Masters, as you'll discover, are 
folders . . . master and carbon attached . . . 


ready to be put in the typewriter. This 
reaily saves time! 

Then too, MaraTHon READY-MASTERS 
come in BLUE and BLack as well as in the 
usual PurpLe. Due to the special CotumBIA 
ink formula, MaratHon REapy-MAstTers 
produce many more brilliant impressions. 

Maratuon Reapy-Masters can be used 
to reproduce the form or fill-in or both. 
They can be furnished in blank or with 
form pre-printed, in single master sets, in 
assembled systems and in continuous forms 
for use on the various types of office ma- 
chines. CoLumBta’s Service Department 
will be glad to send you samples of Mara- 
THON Reapy-Masters and tell you about 
their many time saving, money sav- 
ing applications in business systems. 


b MARATHON 
READY-MASTERS 
for Spirit Process Duplication 
By actual test MARATHON Super- 


ted Reapy-Masters are 80% 
cleaner to handle. Y 


RIBBON & CARBON 


MANUFACTURING CO,., Inc. 


Main Office & Factory: 170 Herb Hill Road, Glen Cove, L. 1., N. ¥. 
New York Sales & Export: 58-64 West 40th St. 
Branch Offices & Distributors in principal cities—Consult your local 
Telephone Classified Directory 


fT t--- Sp ae ye 


COLUMBIA RIBBON AND CARBON MFG. CO., Inc. 


=) 
| 270 Herb Hill Road, Glen Cove, L. I., N. ¥. — 
| Please send me samples of Marathon Ready-Masters and information about 
their use in systems. Check color desired (] Black (] Purple (] Blue. 
| Name. Position. 
| Firm Address. 
City Zone State 


Collections, Business Correspondence, 
Effective Marketing, and Managing 
Yourself. 


From them the busy executives can 
get in the quickest and most practical 
way, the gist of expert analysis, the 
value of concentrated experience, re- 
lating to the management of today’s 
typical business concern. 

Mr. Lasser’s book contains 43 sec- 
tions which provide scores of practical 
check lists to help the executive im- 
prove organization and business prac- 
tices. 


Office Planning for Profit is the 
name of a 32-page, strikingly-colored 
booklet published in the interests of 
modern office management by the 
Wood Office Furniture Institute, 730 
Eleventh St, N.W., Washington, 
D. C., and available through that or- 
ganization. 


With the help of exceptionally well 
used photographs and graphs, the In- 
stitute has prepared a booklet on the 
proper use of office furniture, lighting, 
and color schemes, all in an effort to 
help management reduce overhead and 
increase efficiency through wise selec- 
tion of these necessities. 

The publication reports how practi- 
cal application of office planning actu- 
ally realizes increased profits. It is 
a valuable reference for the modern 
office of today. 


Package Rating Chart, an objective 
yardstick for measuring the merchan- 
dising, advertising, and physical effi- 
ciency of present packages, is pub- 
lished by Lippincott and Margulies, 
Inc., 500 Fifth Ave., New York, 
industrial designers. 

Applicable to the over-the-counter 
merchandise, the chart offers a simpli- 
fied point system for rating packages 
on ten counts, ranging from appear- 
ance factors and use features, through 
construction and legal protection. 


Operations Report on Records Con- 
trol, a 4-page brochure prepared by 
the Research Institute of America in 
cooperation with the National Rec- 
ords Management Council, contains 
many helpful hints, and represents a 
practical approach to management con- 
trol over records. It is concise and 
to the point. 

Copies may be had by addressing 
the Council at 100 Washington Square 
East, New York. For information on 
records storage and service, contact 
the Business Archives Center, 112 
West 107th St., New York. 


Paperwork Simplification for Better 
Management Control, number 16, is a 
16-page magazine published by the 
Standard Register Co., Dayton, Ohio. 

Written in a clear, easy style and 
profusely illustrated with pictures and 
charts, it reports the paperwork prob- 
lems and experiences of many compa- 
nies, citing examples of how these dif- 
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The 


More beautiful than ever . . . the new satin-like luster and 
cleanline simplicity of design offered by Royatcurome. It’s 
Royal’s familiar assurance of comfort, prestige and effici- 
ency in distinctive office and reception room furniture... 
still further enhanced! 


More durable, too. That’s the beautiful part of it. 
ROYALCHROME’S new Custom-Satin Chrome Finish actu- 
ally protects its own beauty! Makes it last longer as it stays 
smarter. 


Upholstered Super-TufTex leatherette, Top 
Grain Genuine Leather, Medium Buff Leath- 
er or magic Royalon (100% Nylon) material 


ROYAL METAL MANUFACTURING COMPANY 


175G NORTH MICHIGAN AVENUE - CHICAGO 1 


MICHIGAN CITY, INDIANA © NEW YORK CITY ¢ 
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N Coton y 
. ae 
ow 1n Vili AY, 
THE FIRST REALLY ORIGINAL ADVANCE IN COMMERCIAL FURNITURE IN A DECADE! 


¥ 5 it... where you see 
the Emblem of your Au- 
thorized Royal Dealer. 


LOS ANGELES + PRESTON, ONTARIO 
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“HOW LONG BEFORE YOU'LL 
TURN UP THAT 
MCHENRY ORDER?” 


A modern, fast, sure-fire “finding” 
system is the heart of the efficient 
office. routine. The “SAFEGUARD” 
filing system is such a finding system 
—fast, simple, and accurate. It saves 
minutes when minutes count. It 
averts™ many a serious delay or 
_ embarrassment. 


Saves time and money—fewer clerks 
find more papers in less time. The 
“SAFEGUARD” system by Globe- 
Wernicke is available in four basic 


types to meet every business need. 


If you want what you want when 
you want it—call this to the notice 
of your Filing Chief. 


Sold by reliable 
service - minded 
Globe-Wernicke 
dealers. See your 
classified phone 
directory—under 
“Office Furniture 
and Equipment” 
in principal 
cities. 


Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 
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CRISIS in the AWFUSS” 


(No. 1) 


“WE'VE LOOKED FOR 
THREE DAYS—AND NOW 
WE'VE LOST THE FILE CLERK.” 


* An awtuss is a place where business is misconducted. 


One-drawer unit — com- 
plete ready to install. 
“Safeguard” Filing System 
is another Globe- 
Wernicke product that 
speeds business—cuts 
costs. 


“Find-I-Tis”’—an informa- 
tive booklet about modern 
filing methods is available 
at your G-W dealer or will 
be sent on request, with- 


out charge. 
o . 


Norwood, Cincinnati 12, Ohio 


ficulties were overcome through the use 
of efficient forms, methods, and pro- 
cedures. 


The issue reported here contains 
articles on the IBM Cardatype ma- 
chine, how mail orders are handled in 
a large department store, the payroll 
control system at a large airline, and 
the latest developments and ideas on 
purchasing, shipping, and invoicing. 

In publishing the magazine, the 
Standard Register Co., manufacturers 
of record systems of control, hopes 
that its readers will find in its pages 
ideas or suggestions that they may 
find helpful and employ them to their 
advantage. 


Evaluating Competence for Busi- 
ness Occupations will be the theme of 
the 1950 American Business Education 
Yearbook, to be published soon under 
the joint sponsorship of the Eastern 
Business Teachers Association and 
the National Business Teachers As- 
sociation. ; ’ 

Dr. F. Blair Mayne, chairman of 
the division of business administration, 
Sacramento State College, Sacramento, 
Calif., is editor of the book. Asso- 
ciate editors include William R. Black- 
ler, California State Department of 
Education; Louise Green, Remington 
Rand, and Marion M. Lamb, Univer- 
sity of Houston. 

The twenty-two articles in the book 
will outline methods for measuring the 
vocational competence of applicants 
for positions in offices and _ stores. 
Practices used effectively by schools 
and by businesses will be described, 
with special emphasis on the implica- 
tions for business educators. 

Both businessmen and _ business 
teachers are among the contributors to 
the Yearbook. Included are D. D. Les- 
senberry, Madeleine S. Strony, Ma- 
thilde Hardaway, Fred C. Archer, 
Harold M. Perry, Robert D. Loken, 
and many others. 

The book is scheduled for April 
publication and since the supply may 
be very limited, persons wishing copies 
should write to Rufus Stickney, treas- 
urer, the Boston Clerical School, Bos- 
ton, Mass. 

It is the privilege of all Eastern 
Business Teachers Association mem- 
bers to receive their copies free of 
charge. 


ON OVERHAULING 
THE TAX SYSTEM 


The present U. S. tax system is “rid- 
dled with inconsistencies’ and should 
be drastically overhauled on the basis 
of a long-range policy, according to 
a recent editorial in the Journal of 
Accountancy, an official publication of 
the American Institute of Accountants. 

The editorial recalls that: the Insti- 
tute has long recommended the crea- 
tion of a non-partisan commission, 
composed of Congressmen, Treasury 
Department officials, lawyers, account- 
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badern Business Demands Wass 


G77" N\CTOR PRESENTS 
THE COMPLETE ADDING MACHINE 
with AUTOMATIC CREDIT BALANCE’ 


WITH SAVINGS 
UP TO *30°° 


Over Comparable Makes 


*What CREDIT BALANCE Means 


Credit Balance simply means a “‘nega- 
tive” or “minus” total. Example shown 
on tape above indicates how you can 
subtract a larger number from a smaller 
and record the difference. Time saving 
feature for all phases of bookkeeping 
involving extension of credit, payments 
of accounts, payroll, inventory, etc., 
which occur daily in practically every 
business. Simply flick the total key; 
Crevit Batance is printed on the tape 
automatically. Fast. Easy. Stanparp Eaquir- 
MENT ON ALL 8 cotumn Executive Mopets at 
No Extra Cost. 


= MODEL 7-83-54. Choice 
—_ re of 10-key keyboard (shown) or 

7 full keyboard at same modest 

—— ‘ price! Lists 999,999.99; totels 

’ 9,999,999.99. . Adds, 

Add up these VICTOR Plusses eo 


OVER 23 MODELS FROM WHICH TO CHOOSE; FROM $89.50 TO $415.00, INCLUDING VICTOR'S FAMOUS POSTING AND BOOKKEEPING MACHINES. 


<2) 


COMPARE Victor’s 
versatility with any 
other adding machine 
—at any price! Victors 
add, subtract, multiply, 
divide, and now auto- 
matically compute 
credit balance*. 


S 


EASY TO OPERATE. 
Anyone can use. Easy 
to control with feather- 
weight touch. Easy on 
eyes—natural reading 
angle—colors selected 
to cut glare, reduce fa- 
tigue and eye strain. 


Matt “This Coupon “Joday!/b 


VICTOR ADDING MACHINE CO. 


J) 


FAST! FAST! Tests 
prove Victor electric 
Executive model add- 
ing machines provide 
far more speed than 
will ever be required 
by even the most ex- 


pert operators. 


S 


EASY TO CARRY. 
Model above about 15 
Ibs.; others as little as 
11 Ibs. Covers about 
same space as 8)” x 
11” letter. Convenient 
airplane-type carrying 
case also available. 


S 


EASY TO BUY. Trede 
in your old models. 
Liberal allowances; 
credit terms. Branches 
or dealers in all prin- 
cipal cities. See "phone 
book, or write us for 
name of nearest dealer. 


VICTOR ADDING MACHINE Co. 
Chicago 18, Ill., Dept. OM-2 
[_] Send me free, without obligation, "Your Keys to Better 

Business.” 
{-] Send me free, without obligation, prices and more infer- - 


mation on Victor. 


CHICAGO 18, ILLINOIS 


GOMID sc cc cccccccccccccceccecccsecscoves decesccecceccee 
World’s largest exclusive manufacturers of adding machines Adére 
A OB es cccveverecenves.0ideencdoobsecseesanreciebsseens 
Now in our 32nd year 
B Gity. see eeees ees eee 
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ants, and economists, to draft a new 
revenue law which would satisfy mod- 
ern requirements. 

A bill to create such a board, intro- 
duced by former Representative Frank 
Carlson, failed to receive consideration 
by a preoccupied wartime Congress. 
The commission would have prepared 
recommendations to simplify the pres- 
ent tax system, establish a long-range 
consistent policy, and integrate the fed- 
erad law with those of state and local 
governments. 

“The United States has had a bi- 
partisan foreign policy,” the editorial 
says, “but its tax policy is strictly a 
football in the great game of partisan 
politics. Yet the success of American 


foreign policy—the key to the future 
peace and prosperity of the world—de- 
pends on the soundness of the domes- 
tic economy, which in turn may be 
profoundly affected by the incidents 
and the rates of taxation.” 

Pointing out that state and federal 
tax programs may impose double bur- 
dens on some citizens and companies, 
the editorial charges that under pres- 
ent conditions there is “no plan, no 
pattern, no guide to the future tax 
consequences of current decisions.” 

Because of this uncertainty about 
the future, it adds, taxpayers are un- 
able to calculate the tax risks involved 
in investments and business transac- 
tions. . 


switch from this 


4 cory steps dy heautiful GBC” PLASTIC BINDING 


No skill required to 
produce beautiful 
binding 


PUNCHING: Insert 
paper...push down - 


RIGHT IN YOUR OWN OFFICE OR PLANT 


Here is the brand-new, low cost equipment that makes it 
| possible for you to quickly bind loose sheets of all kinds 
| and sizes into practical and handsome plastic-bound 
books...right in your own office or plant. GBC plastic 
binding equipment is simple to use. Plastic bindings add 
colorful eye appeal to bound pieces...personalize your 
presentations and folders. Books open flat for easier 


arg reading. GBC bindings make cost, research and produc- 


tion reports more effective. Gives sales punch to your 
catalogs and advertising literature. You'll save up to 
50% over old-fashioned, fastener-type covers. GBC plastic 
bindings are available in 5 striking colors to dress up 
any bound piece. Send coupon below for amazing offer! 


OPEN BINDING: U.S. and Foreign Patents 'B been ~~ for on GBC Binders and on GBC Binding Equipment 


2 operation opens rings Geneal 


mechanically. 


INSERT: Slip covers 
Sand sheets onto open 
rings. 


Gentlemen: Send me at once your new free Bulletin 
No. 1200 describing this new GBC equipment and 
giving all details, pictures, amazing low prices. 


ing Compoation Copnation 
WORLD'S cal B RODUCERS MECHANICAL BINDINGS 


sos west smaeiiata AVENUE CHICAGO 14, ILLINOTS 


Send coupon for details on Special Offer 


GENERAL BINDING CORPORATION 
814 W. Belmont Ave., Chicago 1/4, Ill. 


Dept. O.M.-2 


CLOSE: Release handle 
‘4 and remove finished job. 1 City. 


Zone. State. 
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HOUSE ORGANS vs. 
IRON CURTAIN 


Private industry and a relatively ob- 
scure arm of American journalism—in- 
dustrial house organs—are joining in 
a move to help penetrate the Iron Cur- 
tain with truths about American work- 
ing and living conditions. 

“The nation-wide campaign to en- 
courage and help industry employees 
to mail issues of their company publi- 
cations to English-speaking relatives 
and friends in other countries was first 
sponsored by the Philadelphia Indus- 
trial Editors Association. 

George S. Talmage, editor of the 
“Brown Recorder,” house organ for 


the Brown Instrument Division of the’ 


Minneapolis-Honeywell Regulator Co., 
and president of the Association, said 
“we believe that circulation among work- 
ing people of other lands of these 
papers truly reflecting the working and 
living patterns of Americans can be 
more effective than any number of 
speeches made by frock-coated diplo- 
mats.” 

“Starting with Philadelphia indus- 
tries, other large businesses and house 
organ groups have joined in this plan 
to bring intimate and believable pic- 
tures of American workways and play- 
ways to the attention of overseas 
cousins,” Mr. Talmadge added. 


NEW TREND FOR STATE 
COMPENSATION 


Four states now provide for payment 
of benefits to employees who lose 
working time through “off the job” 
sickness or injury, according to Com- 
merce Clearing House News Bureau, 
Chicago. 

The four states are New York, 
Rhode Island, New Jersey, and Cali- 
fornia. A similar law in the state of 
Washington awaits a referendum in 
November. Legislation along similar 
lines was considered this year in nu- 
merous other states and will probably 
come up again, pending action on the 
Federal Health Insurance Bill. 

In Rhode Island, employers must in- 
sure their employees under the state 
plan. In New York, California, and 
New Jersey, the employer has the op- 
tion of establishing his own plan or 
of insuring his employee under the 
state plan. 

In all these states, employees con- 
tribute under the plans by way of wage 
deductions. In New York and New 
Jersey, employers also contribute, and 
in all states they must help pay ad- 
ministrative expenses. The New York 
plan is administered by the Workmen’s 
Compensation Board, but in the other 
states the systems are administered by 
unemployment compensation authori- 
ties. 

Employers’ contributions to finance 
disability benefits under state or pri- 
vate plans are deductible for Federal 
income tax purposes as “taxes” or 


February, 1950 


Fel 


oo. ‘ee 4 ed Ee g ae a, , a 7 Be 7 os - Ze - 
3 : gt ; Bh Be is a it +. : ; = - =a 2 og: <a : fe pt 7, E a ¥ oa 
- Pe 
o 
| 3 
m ' - 
) 
“ 7 d “ . 
ia 
We, he | a _ 
7 - ET NE LTE OE ss ae me cies 
7 orem) 6 ee = y a } i aad 
; ae =. “7 . 
- a —@ 2s 
i. ‘ - Wik hams es 
{ ee to this } ¥ be = : : ee 
~ ” ft ea, = al 
‘a queer PRE Wes PUNT. ; fy . sa a \ y ss — 
oe 5 eee ES j ji 3 : Cone te ae 
_ eet ae ee a . 
a parr ea OO \ = 
ie Ee ' ae ary ee Sh ; ate te 
as 
> 
_ 
Pee : ie ae 
Se | 
. —_ | 
ee. al “« ‘ | 
"a 1 | 
ee | 
‘ eS ee Tu | 
- 
is oe | 
1 >. | 
A as 
, | 
PRs —: a | 
ie 1 
1 1 
Toe ' — ' 
By oe. ie. e— i 
) 5 ee 1 1 
aan aida me H H 
ee: ji Ce 
_ 
a, ; aca 
A. - ee cach nleainsstenisetemnipitelidimtibo aguas 1 
ie a a i 
bs ij — = SSS ee eee eee eee wee eee eee ee ee eee ese wed « 
_ 
7 Se a i 
ei a re oe a F Pe ee cae a 
ee age a ae 2 Yee oie 2 S| ee: eee : 


Penit Bottle—is the size bottle that 


provides fresh ink—not ink that may 
clog up or even ruin your pen be- 
cause it has been dangerously thick- 


bottles with the large size Penit bottle 


with smaller diameter so office girls 
can easily handle and pour from it. 


Throw away old. air-thickened ink 
today. Write us on your letterhead 
and we'll immediately ship you three 
Penit Bottles absolutely FREE. Your 
executives will want to try Penit, so 
we recommend that you pass these 
bottles along to them. When writing, 
be sure to specify color preference. 


Tests show that only 2 out of 6 leading 
brands of blue-black ink are permanent when 
exposed to time, light or moisture. 


Be sure to specify 


BLUE-BLACK 
when you want a PERMANENT ink 


@ SANFORD INK COMPANY, Bellwood, Iilincis © New York: 500 Fifth Avenue 


Try New 100,000-Word 
Ponst Bottle at Our Expense 


HERE IS A NEW DESK INK CON- 
TAINER that remarkably improves 
fountain pen performance. 
This new container—Sanford’s 
fits in the desk and holds just the ee 
amount of ink you need and can keep 7 
fresh. It maintains fountain pens at _- 
peak performance because it always < 


ened from frequent exposure to air. ee This am azing offer made solely to 
You equip your office force with = “7 induce you to try the bottle that 
these handy bottles holding 34 of an : 


ounce of fresh ink. Then refill those : holds ALL THE INK OFFICE 
that holds one Fifth and is designed WORKERS CAN KEEP 


(90% of all fountain pen troubles* 
are due to air-thickened ink ...99% 
say FOUNTAIN PEN AUTHORITIES 


FRESH 


Office Managers! Purchasing Agents! 
Write on your business letterhead to- 
day and receive 3 desk-size bottles of 
Penit Fountain Pen Ink FREE! 


o C 7. 
Comes in 9 De! 
Violet ¢ Green 
Cardinal Red 
Weshoble Blue 
Royal Bive « Black 
Blue-Block « Brown 
DuBonnet 


Specify color preference. 
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“business expense.” But employees’ 
payments are deductible only if made 
under a state disability plan. Amounts 
contributed by workers to private 
plans for payment of disability benefits 
are not deductible for federal income 
tax purposes either as taxes or medi- 
cal expenses. 
TAX EXEMPT? 

Diability benefit payments received 
by employees under these plans are 
expected to be considered exempt from 
federal income taxation, although the 
Bureau of Internal Revenue has not 
yet ruled on the question directly, ac- 
cording to the Commerce Clearing 
House. 


SOMETHING ABOUT OFFICE 
FACILITIES 
By A. H. Stricker 

*% A HIGH STANDARD in environ- 
ment for improvement of working 
conditions is an essential element of 
good operating procedure, but en- 
vironment in itself is not the complete 
answer. Equally important is it to 
supply good facilities which, combined 
with good environment, create the 
groundwork for high standards in an 
efficient program of office operation. 

Good facilities, for the purpose of 
this discussion, mean furniture, equip- 
ment, and the programmed uses of 
these tools to produce the product for 
which the office exists. 


sl tesaten 9 ok / 


Sure she’s proud... who wouldn’t boast a little about 
such pleasant business surroundings. 


And you’re just the man to do some boasting your- 
self . . . after ordering wood desks by Alma. Morale 
goes up, office efficiency goes up, and office production 
fairly zooms when you plan for the future with WISE 
ECONOMY ... your key to the low budget problem. 

Give your office new beauty and working comfort 
at a cost to please any treasurer . . . write for the name 
of your nearest Alma dealer today! 


ALMA DESK COMPANY, High Point, N. C. 
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Operating programs are combina- 
tions of details the assembly of which 
differs with the end product require- 
ments. 

Furniture and equipment in the 
over-all picture provide the tools by 
which office work is done. To accept 
the run-of-mill facilities without con- 
sidering their fitness for the partic- 
ular job is at least one step toward 
trouble. 

The relationship of office tools to 
office procedure is undoubtedly a very 
important factor in any plan of office 
operation. In all phases of paper 
work the association of furniture and 
equipment is fixed and continuous 
from commencement to completion of 
the paper work task. The degree to 
which these items are tailored to fit 
the exact requirements of each other 
determines the efficiency with which 
the assembly can perform. 

It is a managerial error to retain 
furniture and equipment in use beyond 
their ability to effectively produce. 
Production and comfortable working 
conditions are synonymous with mod- 
ern facilities. Some Weisenheimer 
has said, “Nothing is so certain as 
change.” This observation is par- 
ticularly applicable to office work. It 
is therefore good management tech- 
nique to periodically take an inventory 
of furniture and equipment and ap- 
praise the adequacy of these facilities 
against requirements. Analysis of 
this material may expose a real cul- 
prit. There is that possibility. 

In practically all instances the eff- 
ciency with which furniture and equip- 
ment complement each other depends 
on one or more of the following 
factors: 

(1) The degree to which office oper- 
ations are unitized; 

(2) Good arranging of facilities: and 

(3) The extent to which functional 
equipment is employed. 

Individually, each of these factors 
when applied to respective paper work 
jobs has real benefits. Collectively, 
they are amazingly potent in creating 
improvements towards comfortable 
work arrangement. Examination will 
show that many pieces of work offer 
an invitation to apply more than one 
of the factors to gain maximum better- 
ments. 

Unitizing a job effectively applies 
to such simple pieces of work as open- 
ing and assorting the mail. Book- 
keeping tasks usually looked on as 
highly important lend themselves to 
and yield a more satisfactory produc- 
tion through unitizing. Throughout 
the whole gamut of office work there 
is no job so small or one so large 
that will not benefit by studying each 
detail of the job and then planning 
and prescribing how that detail shall 
be handled. When this is done, the 
work should be more comfortable for 
the operator. Space will be saved 
and quite probably quality of product 
improved. 

The average office in its arrange- 
ment of facilities does not give much 
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at your sales op 
for B & P Visibl 


ALL INDIVIDUAL RECORDS 


LEDGER ACCOUNTS 
SALES RECORDS 


CREDIT OR 
COLLECTION RECORDS 


EMPLOYEE RECORDS 
STOCK RECORDS 


COST OR PRODUCTION 
RECORDS . . . ETC. 


Boorum & Pease Visible Record Equipment gives you 


speed, accuracy and all-round efficiency in keeping all 


Standard 
individual records where a single card or sheet = 
is used for each name or item. You'll find a e / BzP\ ea 


size to fit every need. Multiple unit illustrated 


with posting table holds as many as 6,000 in- product 
individual records. Brass re-inforced No General Offices: 84 Hudson Ave., Brooklyn 1, N.Y. 

Boston 10: 80 Summer St. * St. Lovis 2: 115 So. 8th St. * Chicago 7: 310 W. Polk St. 
Tear forms prevent tearing and loss. Ask Ce er iiie cekantes elt Man, Odean 


your stationer for complete details. 
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evidence of a planned program. In- 
dustrial plants stress study and plan 
to obtain greatest advantages from 
efficient layout of their productive fa- 
cilities. Not so, however, with office 
work. Usually the program  con- 
sists of determining total space re- 
quirements by some square foot rate 
per person. George makes the layout 
and the job is done. Possibly this 
‘may result in something better than 
formerly, but the procedure lacks the 
benefit of sound planning. The poten- 
tial advantages to office operations 
through good arrangement of office 
facilities are not fully recognized in 
the average office. 

One good illustration of functional 


equipment is that of typewriting, for 
which we readily accept the combina- 
tion of a machine and a specially de- 
signed desk as a practical unit. How- 
ever, to use a flat-top desk or a stand 
as standard for housing a typewriter 
would probably meet with resistance 
from several angles. But for equip- 
ment other than the typewriter there 
is but one choice—use either a stand 
or some mis-fit desk. Maybe the an- 
swer to this situation can be found in 
severe and rigid standardization by 
manufacturers and users of office fur- 
niture. To standardize on five-ton 
trucks for all types of hauling might 
easily be classed as senseless and ab- 
surd. But in office work the so-called 


That's right... when your type- 
writers wear nylon you buy fewer 
ribbons and cut indirect typing sta- 
tion costs. Operators make fewer 
time-consuming changes and have 
more hours for typing. Most impor- 
tant — you get more, better looking 
letters from each All Nylon ribbon. 

You see, the All Nylon is stronger, 
more durable. It’s thin . . . conforms 
readily to typeface shapes . . . and 
because nylon is lint-free, there are no 
clogged keys —no fabric-fuzzed 
letters — less key cleaning. 

In addition, revolutionary new inks 


Another first the laboratories of e y /? 7 
--4 femingtor. a 


BUSINESS MACHINES AND SUPPLIES DIVISION 
Dept. OM-2, 315 Fourth Avenue, New York 10, N. Y. 


is gurorl? 


on 
{yh ia apro° 


is resilient 


Tylor 


is ver Satile 


Ribbons 
cut typing costs! 


and inking methods assure even, 
smooth printwork. Constant ink flow 
along the continuous nylon fibre 
“pipe lines” means executive calibre 
impressions from the first to the last 
word. You'll see . . . there’s nothing 
as right for typewriting as the 
Remington Rand All Nylon ribbon. 
Find out today how much this 
amazing new ribbon will save on your 
typing station costs . . . and how 
dramatically it will improve the 
quality of your letters. Send in the 

coupon now. 
Copyright 1950 by Remington Rand Inc. 


Please show me how to cut our typing costs 
with the Remington Rand All Nylon ribbon. 


NAME 
COMPANY 
Reet Beet | 
CITY ON... ME ais 
| 
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standard, single flat-top desk is almost 
universally used for all types of cler- 
ical and machine work. 

Work unitized, with good arrange- 
ment of facilities and employment of 
functional equipment, can do consid- 
erable to 

(1) Provide a more comfortable op- 
erating plan, and 

(2) Reduce floor space requirements. 

No single economy is of tremendous 
importance but each such item when 
combined with others does contribute 
to a material increase in the efficiency 
with which office work can be done. 


EARNING RATES 


THE EARNING RATES of many 
corporations are greatly exaggerated 
under present accounting methors, by 
William A. Paton, professor or ac- 
counting in the School of Business 
Administration at the University of 
Michigan, declared, speaking recently 
at a graduate accounting study con- 
ference attended by more than a hun- 
dred certified public accountants from 
all over California, gathered at Stan- 
ford University. 

The Michigan educator emphasized 
that this exaggeration of earnings is a 
result of a disregard of the changing 
value of money in our accounting pro- 
cedures. 

“The overstatement is compounded 
when earning rates on recorded net 
worth are computed,” he continued. 

“With overstated earnings and re- 
sources, the earning rates of many 
corporations are greatly exaggerated. 

“This is a serious matter in a time 
when business is being widely criti- 
cized for making ‘excessive profits’ 
and earnings of stockholders as re- 
ported—sometimes before taxes—are 
being compared with the incomes of 
other groups in our society. 

“On the basis of unadjusted data 
these comparisons are generally un- 
justified and give results that are 
often erroneous and misleading.” 

Professor Paton spoke with a back- 
ground as a leading authority in the 
field of profit studies. 

The three-day graduate accounting 
study conference was sponsored by 
the California Society of Certified 
Public Accountants, the American In- 
stitute of Accountants and the Stan- 
ford Graduate School of Business. 

Earlier in his talk Professor Paton 
criticized the “tendency to worship 
cost data as such, without due regard 
to the basic functions of accounting.” 

“IT would like to suggest,” he said, 
“that the basic data of all economic 
analysis are values. 

“We are all valuers, appraisers, in 
the sense that we are continuously 
endeavoring to evaluate—to size up— 
the phenomena of the market. 

“And the more intelligently we 
carry on this process, the more effec- 
tively we react to the changes in the 
economic fabric. 


(To page 24) 
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TEY, saves tHe vay ar tHE OFFICE! 


POOR MAILROOM RED WAS ALL WOUND UP 
WITH STRING AND TWINE AND GLUE. 

“HOLD ON!” SAYS TEX, “LET TEXCEL TAPE 
WRAP UP THAT JOB FOR you!” 


“TIME IS MONEY!” THE BOSS TOLD SUE, 
“AND YOU WASTE MUCH TOO MUCH /” 

THEN TEX TIPPED SUE TO TEXCEL TAPE 
THAT STICKS WITH JUST A TOUCH / 


PERE S Dispenee . Lag _——_—€—. 
* hace Fe Kae 7 
: * 


} 
| 


SEE, BOSS, NOW ALL YOUR OFFICE FORCE 
IS WORKING SMOOTH AS HONEY, 

ANO THATS CAUSE TEXCEL TAPE, OF COURSE, © 
SAVES TIME, SAVES WORK, SAVES nover! ) 


‘Se Aaa 
( Pp “OUR OISPENSER |S A BETTER TYPE 
\\ Fe Qe HAS A STRONGER FRAME AND 

\ A CANDY STRIPE!” 


“NO POINT IN WASTING TIME AND PAINT 
TO COLOR A SALESMANS CHART, 
WHEN COLORED TEXCEL DOES THE JOB 
SO NEAT AND QUICK AND SMART!” 
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Send the Right 
Message to the 

Right People 
Paid subscriptions and re- 
newals, as defined by A.B.C. 
standards, indicate a reader 
audience that has responded 
to a publication’s editorial 
appeal. With the interests 
of readers thus identified, it 
becomes possible to reach 
specialized groups effective- 
ly with specialized adver- 
tising appeals. 


AUDITED CIRCULATION FACTS AS A BASIC MEASURE OF ADVERTISING VALUES 


OFFICE MANAGEMENT AND EQUIPMENT 


HERE is no substitute for FACTS. That goes 
for measuring advertising values or making 
laboratory tests of materials for your factory. 
When you buy advertising space in a publication you 
have a cash investment in every copy of the issue that 
carries your sales message. Obviously some of the 
people who receive the paper are better prospects for 
your goods and services than others. Thus the distribu- 
tion of your advertising, via the publication, becomes 
a No. 1 factor in the success or failure of your invest- 
ment. To appraise a publication’s advertising value to 
your business therefore it is necessary to have all the 
facts about its circulation. 

Factual information regarding the identity, quality 
and size of business paper audiences is available to 
advertisers in the reports issued by the Audit Bureau of 
Circulations. The Bureau, a cooperative association of 
3300advertisers, advertising agencies and publishers, 
has established standards for measuring circulations— 
maintains a staff of experienced circulation auditors to 
audit the circulations of publisher members—issues 
the information thus obtained in A.B.C. reports for 
space buyers to use in evaluating, comparing and 
selecting media. 

The audited information in A.B.C. business paper 
reports includes the answers to these questions: How 
much paid circulation? How much unpaid? What do 
subscribers pay? What is their occupation or kind of 
business? Were premiums used as circulation induce- 
ments? How many subscribers renewed? How many 
are in arrears? Where are the subscribers located? 

By using the audited information in A.B.C. reports 
in connection with market facts you can accurately 
judge media for its advertising value to your business. 
This business paper is a member of the Audit Bureau of 
Circulations. Ask for a copy of our A.B.C. report 
and then study it. 


OFFICE MANAGEMENT & EQUIPMENT 
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We are equipped to make your unusual sales presentation 


work - - Sales Portfolios - - Presentation Covers - - Sales 


Manuals and Proposal Covers. 


Take your problem to your nearest 


stationer - - our Creative Department 


will make samples to your specificat- 
tons. FOR SALE BY 
STATIONERY STORES 

EVERYWHERE 


ae lO Ul lr! - 
"Sinead ws eae ane - = HASTINGS, MINNESOTA 


No. 12-49—6 
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TELL-I-VISION 


REG. U. S. PAT. OFF. 


SYSTEM files it 5 ways 


JANUARY OFFICE SUPPLY 


A. KANSAS CITY 
| e . 4 


Reads like a book, from left to right. 
Grows as needed. 


THE | 
a ‘Smead wn MANUFACTURING ~ INC. HASTINGS, MEO 
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How aptly this fine old slogan applies to Ace Stapling Equipment. 
When you buy Ace ~— you are buying a machine that will give 
life-time satisfaction, that is built with watch-like precision, from 
the finest materials, by skilled workmen. 


To match the fine, enduring qualities of an Ace Stapler, you will 
want Ace Staples. In the production of these Staples only premium 
quality wire is used, absolutely uniform in size, strength and temper. 
That is why Ace — have such unusually high tensile penetrating 
strength. Always ask your dealer for ACE Staples. 


SOLD THROUGH DEALERS ONLY 


— 


iii Raat oven | 


FIG. 1 Shows cross section of on ALL- FIG. 2 Shows the ALL-ROUND wire 
ROUND steel wire. Ace uses only premium, ofter being treated by the ACE PROCESS. 
precision made, accurately drawn-to-size This gives maximum strength on the ovter 
steel wire. edge where it is most needed. 


IN CANADA @ ACE FASTENER (CANADA) LTD., 504 ST. LAWRENCE BLVD., MONTREAL 
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Use the | 
NEW FRIDEN 


fully automatic calculator 


Are you interested in the COST of your figure-work? 
Using the NEW ultra-matic FRIDEN in your office 
... you'll save time, money and operator effort. New 
PROFITS will result from these savings. Just call your 
local Friden office...ask for a free demonstration on your 
own work ... then analyze your present methods and 
COMPARE the COSTS. So be thrifty in’s50... let the 
improved fully automatic FRIDEN cut your figure-work 
costs and earn for you...new PROFITS. 


Friden Mechanical and Instructional 
Service is available in approximately.250 
Company Controlled Sales Agencies 

throughout the United States and Canada. 


CALCULATING MACHINE CO., INC, 


HOME OFFICE AND PLANT + SAN LEANDRO, CALIFORNIA * SALES AND SERVICE THROUGHOUT THE WORLD 
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ACCOUNTANTS — CLARIFY 
REPORTS! 


The American Institute of Account- 
ants announced recently that members. 
of the Institute had formally approved 
a program requiring a clear explana- 
tion of the auditor’s position when he 
is unable to provide an opinion on 
financial statements he has examined. 

The announced policy is expressed 
in Statements on Auditing Procedure, 
number 23 (revised), issued by the 
AIA’s committee on auditing proce- 
dure. 


The statement declares that when 
an auditor’s examination has been less 
in scope than he considers necessary 
to warrant an expression of opinion 
on a company’s financial reports, “the 
independent certified public accountant 
should state that he is not in a posi- 
tion to express an opinion on the finan- 
cial statements taken as a whole and 
should indicate clearly his reasons 
therefor.” 

The AIA statement says further: 
“It is not considered sufficient to state 
merely that certain auditing procedures 
were omitted, or that certain depar- 
tures from generally accepted account- 
ing principles were noted without ex- 
plaining their effect upon the account- 
ant’s opinion regarding the statements 
taken as a whole. .. . It is incumbent 
upon the accountant, not upon the 
reader of his report, to evaluate these 
matters. .. .” 


YOU PRESS \e 


A BUTTON “ay 
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YOUR MAN! 


THIS MODERN INTER-OFFICE 
COMMUNICATION SYSTEM... 


Gives Direct wires to key men 

Gets info quickly for customers 
Separates inside from outside calls 
Cuts phone tolls 

Cuts “I'll-call-you-backs”’ 

Eliminates operator delays 

Prevents cut-offs 

Saves steps and shouting 

Operates privately, natural-voice 

No dialing, no press-to-talk keys 
UNIQUE FEATURE: There can be as 
many private conversations going on - 
at once as there are pairs of instru- 
ments in the system, and any instru- 
ment can connect with any other. 


*e2eer eevee 


Generous trade-ins on outmoded systems 
SEND FOR DESCRIPTIVE FOLDER 0-2 | 


MODERN TELEPHONE CORP. 


509 MADISON AVE. NEW YORK 22 
MuUrray Hill 8-0022 


Distributorships still open in certain areas 
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Magical MAGNESIUM— 
STRONG AS STEEL AND 
ONE-THIRD LIGHTER 
THAN ALUMINUMI 


Conserve the energy of your office 
personnel with the ZEPHYR- 
WEIGHT POSTING TRAY. You 
won’t need a Tugboat Annie to 
lift this beautiful tray! And the 
Model Z is a beauty! Modern 
styling makes the ZEPHYR- 
WEIGHT an attractive addition 
to your office equipment. You'll 
have happier bookkeepers and a 
better organized operation with 
LeFebure’s ZEPHYR-WEIGHT 
POSTING TRAY. Write today 
for complete information or con- 
tact trained representatives in 
most locations. 


See the ZEPHYR-WEIGHT at the 
Office Management Show, Stevens 
Hotel, Chicago—Booths 54 and 55, 
February 27 through March 1. 


E FEBURE 


A 


CORPORATION 
CEDAR RAPIDS, IOWA 


POSTING TRAY 


MAGNESIUM 


A NEW Development by |e Fesure 


ets 


a as 
wer i } 
Hit ‘fen 


e@ Non-skid sheet support 


@ Eye-ease label holder 


LIGHT! = RONG! Peay TIFUL! 


OUTSTANDING FEATURES... 


@ Made of weight-saving MAGNESIUM 
@ Modern styling 
@ Patented offset and drop rail 


@ Positive manual compression 
e@ Convenient lifting handles 


= 
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INSTANTLY PRINT 140 BRIGHT 
COPIES A MINUTE...IN ONE 
TO FOUR COLORS AT ONCE! 


; Ditto’s sleek 

DIRECT LIQUID Arm D-10 is 

your quickest, 

DU PLICATOR lowest-cost way to 
FOR OFFICES, 


make copies. Uses 
ORGANIZATIONS, your original writing, 
SCHOOLS 


typing or drawing the 
moment it's made—no 
= . typesetting, no stencil, 
ew Day no mat, no make-ready. 
PRICE 


...with “Magic’’ Copy Control 
seca flip ““Magic’’ Control 
assures all-over intensity of each 
copy throughout any run. Stain- 
less steel parts resist corrosion, 
Oilite bearings and hushed, balanced 
action mean indefinite service. No 
better, faster way to make copies of 
sales letters, drawings, directives, forms, 
bids, specs., study materials, house organs, 
etc. Mail coupon for D-10 data! 


Chicago 12, Hlinois 


Gentlemen: Without obligation ( ) send me D-10 data; 
( ) arrange D-10 demonstration for me. 


My Nome............ CV seeevdcerdscecesovecccocdeceoce 
I +:hceeMiehbthtaodunesenddesdsecsetcceseccs ° 
CN ht Obs cbsaahbeceebesdnccsescécrebeusebecace T) 


WHERE 10 GET IT 


Whenever you are in need of any type or 
brand of office equipment, commercial 
stationery or maintenance supplies which 
your regular source of supply cannot 
satisfy, call on the Subscribers Informa- 
tion Department of OFFICE MANAGE- 
MENT AND EQUIPMENT for assist- 


ance, 


We maintain a permanent staff in our 
Directory Department—a staff that works 
all year long correcting lists of manufac- 
turers, distributors, classes of merchan- 
dise and trade names, keeping records 
up-to-date te serve you with dispatch and 
efficiency. 


Ask us to help you solve your office 
equipment problems. 


ated Subscribers Information Department 
Z OFFICE MANAGEMENT 
e . AND EQUIPMENT 
212 Fifth Avenue New York 10, N. Y. 
Phone MUrray Hill 9-4411 


MAIL titio. Nc 208 We Rarrison &. 


EARNING RATES 
(From page 16) 


“Let's then modify our conception 
of the ‘cost basis’ and interpret such 
basis as a means of recording and 
bringing periodically to our attention 
the significant economic data of the 
business enterprise.” 


DEFINITION OF COST 


As one way to meet this problem he 
suggested “adoption of a significant 
definition of cost—one which would 
not merely be a figure on a piece of 
paper but would express economic 
power contributed or economic sacri- 
fice incurred.” 

“With this conception in view, it 
becomes necessary to restate or con- 
vert recorded data when there has 
been a marked and persistent change 
in the value of the dollar. Without 
such restatement or qualification the 
record data no longer represent true 
cost. 

“Income or revenue is told in terms 
of 1949 dollars in current statements, 
but when we come to amortization of 
intangibles, depletion of natural re- 
sources, or depreciation of plant fa- 
cilities among the deductions, we find 
a conglomerate of data, often consist- 
ing largely of dollars of an earlier 
vintage—dollars with an economic 
significance much greater than that 
of the 1949 dollar. 

“Obviously a financial statement 
where this is true to a material extent 
does not tell the facts and may be 
definitely misleading. 

“This is a serious question, and it’s 
high time that the accounting profes- 
sions and interested governmental 
agencies—particularly the Bureau of 
Internal Revenue—gave it more atten- 
tion.” 

HIS RECOMMENDATION 


Professor Paton did not feel that 
the answer to this problem lies in au- 
thorizing additional charges to income 
nor more rapid absorption of part of 
the cost of plant recently acquired or 
constructed. 

“My own recommendation,”he said, 
“is wider use, where recorded data are 
seriously defective, of the device of 
accounting readjustment of quasi-re- 
organization. 

“Under this approach recorded costs 
of plant are systematically restated in 
terms of current values—as_ they 
would or clearly should be in the ad- 
vent of new ownership interests—with 
corresponding restatement of the 
capital equity of the stockholders. 

“This amounts to recapitalization in 
terms of existing values. 

“At the very ‘east, managements 
and their accountants should make 
more of an effort to disclose the limi- 
tations of unconverted cost data in 
annual reports under present condi- 
tions. 

“This might be done entirely by 
discussion or by a combination of ex- 
planation and supplementary calcula- 
tions and schedules.” 
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Stella can take 
the Boss’ dictation without a 
pause...Points are GUARANTEED 
not to break in normal use... 
Everyone gets more work done. 
Quality pays out in pencils. 

Ask your Stationer for a copy 
of “How to Relate Pencils 
to Results.” 
*Laboratory tests prove 
point sharpness superiority 
for the MONGOL Com- 
plastic Lead...over the 
average of all well-known 
pencils in the MONGOL ! 
price range. 1849 
TRADE MARKS REG. U.S. PAT. OFF. 


EBERHARD FABER 


PREFAB WOOD SHELVING 


Here at last is prefabricated shelving which 
may be set up, knocked down and moved 
about at will without the use of tools. Ideal 
for record storage boxes. Tested and ap- 
proved by Pittsburgh Testing Laboratory. 


A unit contains 6 shelves 42” x 24” and 
stands 84” high with 12%” clearance be- 
tween shelves. Extension units available. 


FREE CATALOG Write today for New Catalog 
of Record Storage Products, Circular and 
Prices on LIBERTY Prefab Wood Shelving. 


BANKERS BOX COMPANY 


Established 1918 


720 S. Dearborn Street, Chicago, III. 


February, 1950 4 
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In Offices, too, 


A Penny Saved '8 


SAVE, , Vice President 


Oce Procadures ALBEN W. BARKLEY | 


Mechanical Efficiency speak on 


Human Relations “BUSINESS PROSPECTS” 


qa Penny Earnea 


SPECIAL — Hear 


(see Seminar program) 


ATTEND 


Oth ANNUAL SEMINAR OF OFFICE PRACTICES i 
and OFFICE EQUIPMENT DISPLAY 


2 STEVENS HOTEL, Feb. 27 28 and Mar. 1, 1950 


sponsored by 


OFFICE MANAGEMENT ASSOCIATION OF CHICAGO (NOMA Chicago) 
and NORTHWESTERN UNIVERSITY 


Information-Packed 
Seminars on: 


Personnel Testing and Training 
Supervisory Responsibilities 
Human Relations 


SEMINAR PROGRAM 


Dr. Cylvia A. Sorkin “A Formula for Effective Produc- 
= Use of Employer Welfare Assoc. Prof. Commerce & Finance ‘ tions” ; 
pew of University of St. Louis Jack C. Staehle. I 
Organizing, Staffing and Operat- “Introduction & Indoctrination Aldens, Inc. ; wel- 4 
ing ‘a Methods Division of New Workers”: “A Roteee Use of Employees We i 
Economy in Office Costs , fare Dollar " 
; 2:00 P.M. Afternoon Session 2:00 P.M. Afternoon Session 3 
Gordon Bradt W. Miller Bennett sneteine ¢ 
vs Feb. 27 12:00 Noon Luncheon Continental Illinois National Bank Comptroller, Inland Contain 
2:30 P.M. “HUMAN RELATIONS” & Trust Company ¥ ue COFP- Costs” 
Dr. A. C. Van Duesen “Training and Direction 3 a ted 
Northwestern Universit: Paul Gorby oe uction ¥ 
‘h Sa cee Tee Marshall Field & Co. Vice-ees, Se canny wt Ee ae 
: Feb. 28 10:00 A.M. “Supervisor’s Responsibility for Engineering . 5. 
> “Selection, Training and Direction Training and Direction” ciates 


of Employees” “Organizing, Staffing and Operat- 


ivision” 
al Joseph M. Herrmann Mar. 1, 10:00 A.M. Morning Session ting a Methods D 

* American National Bank & Trust Harry A. Wylie 6:30 P.M. Dinner Teagrems 

é Co. Ass’t Sec. and Treas. VICE PRESIDENT 

y- “Selection of Employees” The Pure Oil Co. ALBEN W. EY 


“Business Prospects” 


: REGISTER NOW! ofice Equipment Display: 


hibits demon- 
; 38,000 square feet of ex 
on baa strating the most up-to-date office 


g |, OFFICE MANAGEMENT | mtn oi cs omen. 
ASSOCIATION OF CHICAGO | ~ 


105 W. Madison St. Chicago 2, Illinois 
February, 1250 OFFICE MANAGEMENT AND EQUIPMENT 25 
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Whether you've got a big 
job, or you're in a big 
rush, Mercury-Lith roll- 
ers and blankets and 
Mercury-Graph rollers 
provide the extra quality 
you need. They satisfy 
in a big way because 
behind them is the “know- 
how” of the largest manu- 
facturer specializing ex- 
clusively in producing 
rollers and blankets for 
an the graphic arts. 


. | s ee KETS 
a ae mY OUers an oe ; 
ERcoe st printing ™ 
of 
. ies 
mencur’ ane we 
a * ; 5 oe = 
RAPID ROLLER CO. 
FEDERAL AT 26TH. DL M. RAPPORT 
CHICAGO 16, ILL. . 
= _ 
ae 
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Another made-to-order use for 
Neva-C10G, the plier-type stapler 


Desk-type staplers are here to stay. But for 
filing—that’s another one of those made-to- 
order jobs for NEVA-CLOG, the plier-type! 
No table or desk-top required. And the 
neatest and nearest-in-the-world to “loss- 
proof” files are those in which no fastening 
device except staples is used. 


Yes, here’s a way to reduce clerical cost, be- 
cause filing goes mighty fast with NEva- 
CLOG. But that’s only part of the story. 
Office managers are discovering that nearly 
everyone in the place find a special use or 
reason for wanting this sturdy, quiet, 
plier-type stapler. 


NV A-CLOG pierces 
NETAPLES no roush * 


NEVA-CLOG Model J-30 
Also Model J-60 for both permanent and temporary stapling. 
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ORE 


ADVERTISERS 


’ of Office Machines 
y and Equipment 


ARE SCHEDULING 


he OR E SPACE 


this year in 
OFFICE MANAGEMENT 
and Equipment 

Than Ever Before! 


The better to keep their products in the minds of the 10,000 
Office Executives responsible for specifying and purchasing 
for the Offices of the Nation’s leading Industrial, Financial 
and Commercial Organizations. 


OFFICE MANAGEMENT 
and Equipment 
The Office Executives Own Magazine 


GEYER PUBLICATIONS — Magazine Publishers Since 1877 
212 Fifth Avenue, New York 10, N. Y. | 
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BOOK VISIBLE 
to take care of mall records 


The book of 1000 uses. Victor Book Vis- 
ible is the ideal answer to the “housing 
problem” for the countless small records 
found in every office. At small cost you 
can conveniently equip every department 
with a Visible Book which gives facts at 
a glance. Signals in the %” transoloid 
protected visible margins call attention to 
out-of-order conditions and other perti- 
nent information without the necessity of 
referring to individual records. Available 
in units to handle up to 130 cards in the 
famous Victor Visible easy-shift butt type 
pockets for perfect alignment. See your 
local stationer for further details. 


SECTIONAL VISIBLE 


the expanding wishle record 


Victor Sectional Visible eliminates one of 
the most important problems in adopting 
a visible system; that of attempting to 
anticipate record capacities in advance. 
Sectional record equipment expands with 
the growth of your business. You may 
start with a few sections and add more as 
additional capacity is needed. Victor Sec- 
tional is available in single-slide steel 
sections and is also in handy lightweight 
three-slide wood units. Both styles will 
stack rigidly to any reasonable height. 
Victor Sectional Visible, both wood and 
steel, contain the usual Victor easy-shift 
pockets and the usual %” protected visible 
margin for speed of reference. Ask your 
dealer today about this ideal way to start 
a visible system. 
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Famous STEEL AGE Quality 
means Easier, Better 


Tab Card Handling { av 


Only STEEL AGE 
Tab Card Files 

Have so Many Features 

—at Such a Low Price 


. %* Easily portable trays—can’t be 
accidentally removed. 


be %& Easy tray stacking—high sides 
hs ‘ prevent card damage. 


: ¥*& Positive-locking bottom channel 
has 7 compressors. 

— % Smooth acting ball bearing 
TRS 3 drawer suspensions. 


%* Sturdy, rigid cabinet with four 
vertical reinforcements. 


¥* Big 78,000 card capacity. 


It’s the quality in this STEEL AGE tabulating card file that makes 
it so different from all others! Those familiar with the famous 
STEEL AGE trademark know that this is a traditional quality 
which results from sound planning, the finest materials and 
painstaking construction by master metal craftsmen. 

Yet it may surprise you that this file—sturdily built for effi- 
cient, effortless operation—sells for an outstandingly low price! 
It’s a happy combination of quality and economy that makes 
people everywhere say, “‘Buy STEEL AGE and you buy the Best 
in steel office furniture!” 
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Office 
Management 


AND EQUIPMENT 


EDITORIAL 


Columbia University photo by Warman 
President Dwight D. Eisenhower of Columbia University at his desk ~ 


Focus of power, the OFFICE DESK 


A. Devaney, Inc., N. Y. 


WE CAN TAKE the news that the Air Force is sending hundreds 
of its officers back to college to study business administration as 
another sign of the growing realization of how vitally important 
the desk job is today in every line of endeavor. 

Increasingly, we are coming to see that the desk is the principal 

tool of management. Across it run the lines of administration, 
which focus on the desk of the top executive. The desk is essen- 
tial to direction and performance in all that is keeping the world 
from chaos. The seat of power today is at the executive desk, and 
men of outstanding ability in any field feel honored to be asked 
to take it. 
GIVE A HAND to the little girl-—she walks a tightrope, does it 
well! We are talking about the transcription supervisor, easily the 
winner in any contest to determine the holder of the most trying 
office job. 

She’s the one with practical knowledge of the workings of the 
law of supply and demand. Caught continually in the middle be- 
tween those who must have things done and a staff which ‘always’ 
contains many who are only learning to do them, she somehow 
manages to get the things done, and advance the learners along 
the training road in the doing. She applies the ice-bag of reason 
to the brow of the maddened executive; she calms the tantrums 
of the stenographic prima donna. She keeps things going, daily 
completing the impossible by 5 P.M. Hail! 
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Many unusual features installed 
in insurance firm headquarters 


NEW JOHN HANCOCK OFFICE(r 


Above: new John Hancock 
Building. Below, left: recep- 
tion center off main lobby, 


with consultation booths in 
background, and right, a 
typical executive office. 


by KIMBALL DARBY 


FOLLOWING THE TREND among life insurance 
companies to escape from the physical restraint of 
downtown business areas to what is generally referred 
to by the industry's planners as “semi-suburban” dis- 
tricts, the home office of the John Hancock Mutual 
wife Insurance Co. is now established in its impres- 
sive new building at 200 Berkley St., in Boston. In 
this outstanding structure, more than 5,000 office 
people work efficiently in an attractive environment, 
with maximum office production the happy end re- 
sult. The architects were Cram & Ferguson, Boston. 

Built of polished granite and sandstone, and rising 
twenty-six stories above the street level, the new struc- 
ture boasts an observatory tower and a television 
and frequency modulation transmitting mast which is 
owned by station WHDH. Vision from the observa- 
tory on a clear day extends twenty-five miles out to 
sea, and inland to Mount Monadnock, sixty-five 
miles distant. 

Sixteen electric stairways, as a means of moving 
the large John Hancock office force between the 
street and the upper floors, provide an interesting de- 
parture in the handling of office traffic. Said to be the 
most extensive moving stairway system in an office 
building anywhere in the world, the electric stairways 
extend from the building’s basement to the eighth 
floor. A one-way trip in either direction takes only 
two and a half minutes. The electric stairways bear 
the brunt of the mass movement of office people in the 
morning and at closing time. 

Each of these 4-foot-wide stairways is capable of 
moving 8,000 persons an hour, and together can move 


February, 1950 


tir 


tic 


a ae <a ii Ba rie ak a ret aol x 7 ad ° be Neg S 2 ee 4 
= oS ., 2 aa i ee 7 ss y 
j 5 
| 
| 
\ | 
Gee 
) 7% pane 
—_— 
ae ee Eee —_— 
-_ 
Lf 
‘ Pe 
j 7 
x pe Ste, eae nade. foal e as 1 
Fr ~ — y Rae par A> Tieeae. 4 . 
see” ee & eee > mil 
a ia ae Bs, y ee inset Pagel iS % + ie : C 
a oe eS el 3 ame 
, ey : uni 
at ee eee a ae Ba: ah tae 
A gue ted ie . t} try cm stal 
amas es | gos Tat yi tee i ° 
- Zi , $44). ae ig p= 
ae a - ae aes toy oe os 
a SS eg 
R = oe ne oe ! ’ eae = ae a 
oe oy  § Ail , b} Phas; t et pee aa 
2 : rigs Sg : yt ; it Phage c % Ce 
i ae oe BRED ; : ze 
-_— oe a an , te 
po Sa : ss Fyn! ' ys Bron pine a 
a eg _ ier it!t 8 erirvany x 
: NTE BS Sa —— - 
% ™ ee a STE ; ' PERE ' ee eT , 
‘oa i ie HEL PeeH oe ae 
ae a TE Ba — 4 
a eT HE! , 
. 2 page i Tae | 
' 2. . an k Witt & 1 
. bn f 
a we ~ whit i E wre sy i 1 1 
rs + % ail ; eerie 1 } j 
i eee ict a 
. ¥ Th an sn ae ~ ae | 
q f : | " aoe | — 
— Se 4 ' Ae 
"i By 8 ‘fi Ae J * »_® i 
: . . , 
: Pi 3 4 i . = 
’ a. » @ —— { 4 ; ; = ‘ ¥ | 
‘ a Ry i 
: : \ gaa + ~y i ee Me ae oh j 
: Y - 
: a 
; ae ru 
ae = 
ae ca 
; Me 
5 ae str 
- & 
—_ . ; 
= 7 | ss: : " 
a oa oe om tg ea aan " sh bu 
} * fee aa eis ee a a ~t : a ; - a eid “ il ae oo u 
king 4 +" te a Se ee er ae — 7 ' oe ai E = . , g P _— — oF — : a of 
, ae ae ; ; ag : :* a ac 
= a * 5 a. Tt ee 2 —_ 
ba ba i. ve aie ie j Bi ae ~ Rie ae 
‘ oh einen SMS Seay hI a he a ae , : 4 <3 — on: ae Pee ; : 4 . 
- * Bos ey Sais ae Z ii A es 4 * nid om ax. re = ten @ ae. 
ag ag - 5 % ‘t a ji eh a ‘sf Me - a a al : 2 3 se = eZ ee " 
ae : a oe a ee ett SS al ——_* gi) Men me 
i Dace Se gee Sa eee a ae e ee ——_— ra shea , ——— ; 
.- af a Ss : = —— — — ey 
™ . waa —_— 4 eg A Bet ee s Vid aa een +e : 
& SE Pe ee a Ge pa ‘ = ia wets, Soe ae fae aes We hit as 
a me Ee es 3 Pa.  ”* 2 of 
f ; ee ot oe ae ie tse Se ts oe , < egpe a aes er hw 
7 es m SSS G& : ; b 
a — 
7 is, a 32 OFFICE MANAGEMENT AND EQUIPMENT Po Fi 
wee | 
; a 4 
oi , 
-_ : 
ae = oa ° eee es CC ee OR. oo 
os - Aa Shs Se Be ads a: i: Se cae = 


‘Htruly pace-setting 


as many as 5,000 persons down to the street in fifteen 
minutes, traveling go feet a minute at a 30-degree 
angle. Balustrades are made of nickel silver. The 
units are protected by all standard safety features. All 
stairways operate up during the peak morning arrival 
period, and down during the late afternoon homeward 


ay 


One of the many general office areas 


rush, with eight operating in each direction at other 
times. They are supplemented by eighteen fast verti- 
cal elevators operating between the top floor and the 
street. 

Casement cloth curtains rather than shades or vene- 
tian blinds cover all of the windows throughout the 
building. Selection was made on the basis of ease 
of maintenance, decorative effect, and insulation and 
acoustical qualities. 

Lighting for the John Hancock offices is supplied 
by 20,000 built-in fluorescent units, making up one 
of the largest lighting installations in the country 
since the war. Lighting facilities were designed in 
close cooperation with color experts so that the light- 
ing as well as the paint and fabric color would keep 
eyestrain to a minimum. 

The basic fixture used throughout twenty-four floors 
of the twenty-six -story building is a shallow, recessed 
two-lamp unit, generally shielded by louver panels, 
but with glass shielding in certain specified areas. It 
is 12 inches wide and has been installed in both 4- 
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and 8-foot lengths. The basic unit fits into a ceiling 
opening 48 x 12 inches, with the lamps on 334 inch 
centers. In most of the open office areas, the fixtures 
have been installed in rows with spacing between the 
units, while in reception rooms and private offices 
they have been placed in continuous rows and in 
patterns which form decoration for the ceiling, in 
addition to supplying illumination for the area. 

Furnishing a maintained average of 45 footcandles 
throughout the building, the 8-foot troffers are 
mounted in rows in the 12-foot high hung ceiling 
on 10- x 6-foot centers. The majority of the units are 
8-foot sections, with the 4-foot lengths used to com- 
plete a pattern where interferences exist. 

Ease of installation and maintenance were important 
considerations in the design of both the fixture and 
the electrical system. By means of a toggle bolt sus- 
pension arrangement, the chassis is engaged by the 
hanger strap immediately on installation, thus receiv- 
ing the weight of the fixture and allowing complete 
freedom for leveling and wiring. (To next page) 
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After the chassis is mounted and connected elec- 
trically, the reflector is brought up and secured by 

thumb screws. This also permits easy removal for 

maintenance. An interesting feature of the electrical 

system is the wiring grid, which is located on the basic 

ceiling (above the acoustical ceiling) and which feeds 

the lighting units through flexible conduit. Thus, light- 
ing units can be added or relocated at a minimum 

expense, according to lighting engineers. 

A departure from the pneumatic tube inter-office 
delivery system found in many large insurance com- 
panies is a vertécal conveying system for mail and 
inter-office papers. Reaching from the basement, three 
of these conveyors extend to the eighth, fifteenth, and 
twenty-sixth floors, with dispatching and receiving sta- 
tions on each floor. In addition, a conveyor serves 
eleven floors of the adjacent Clarendon Building, 
which is also used by John Hancock. This distribu- 
tion system permits the dispatch of mail, correspon- 
dence, and supplies to the mail room from any floor, 
or from the mail room to any floor. 

“In only fourteen minutes this conveyor system 
clears the mail room of 1,500 pounds of incoming 
mail—instead of the usual two to three hours,” a John 
Hancock executive proudly reported. “In addition, 
half a ton of inter-office correspondence is distributed 
daily through this system, and a ton of outgoing mail 
is handled.” 

Tub type plastic boxes carry the papers and sup- 
plies. By setting a selector dial, these boxes can be sent 
to any floor in the building. When a box travels to 
the Clarendon Building, an electric eye switches it 
automatically to an interlocking horizontal conveyor 
system connecting the basement dispatch sections of 
all four vertical conveyors and the mail room. 


FOR CONTROL AND RECORDING 

Automatic control and recording of the building’s 
air-conditioning and other service facilities are cen- 
tered in a basement room with an area of 1,134 square 
feet. The instrument board, in seventeen sections, has 
a total of 51 feet with a height of 81 inches. The re- 
cording instruments are all of the 24-hour type, each 
chart representing the continuous record of a full 
day’s operation, and providing guidance for super- 
vision of the air-conditioning, with comfortable and 
healthful working conditions assured throughout the 
building. In addition, the charts will help locate the 
cause of any faulty conditions that may occur, and 
lead to its prompt correction. 

Piped music (John Hancock’s own) is also con- 
trolled from this recording room. 

Throughout the offices, partitions and walls are of 
steel with a baked enamel finish. The hanging of pic- 
tures, where they are used, is taken care of by drilling 
a small pin-sized hole and inserting a special wire 
picture hook. If it becomes necessary to remove a 
picture, the hole drilled is so small as to be hardly 
visible. 


(To page 36) 


From top down: part of the cafe- 
teria, John Hancock Hall, execu- 
tives’ floor, elevator banks, part of 
executives’ dining room. 
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at John Hancock, careful provision is made 
for employee comfort and _ recreation 
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An executive office 


As is the case with most large insurance companies, 
restaurant or cafeteria facilities are an integral part 
of the John Hancock offices, and naturally came in 
for careful appraisal as to layout and equipment. 
Dining areas are located on the sixth and seventh 
floors. The lunchroom on the seventh floor is 250 
feet long, is divided into three sections by glass 
screens, and will accommodate 1,000 employees at a 
sitting. There are four serving counters, each with a 
refrigerator capable of holding 1,100 bottles of milk. 


Junior officers’ dining room is at end of this corridor. 
At left, entrance to small waiting room and wardrobe. 
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Modern kitchen equipment includes Trayveyors 
(kitchen transportation equipment for soiled trays 
and dishes) operating between the seventh floor and 
the sixth, where dishwashing facilities are located. 
The all-electric kitchen on the lower floor has a sepa- 
rate bakery, meat and vegetable preparation rooms, six 
walk-in refrigerators, and electric dishwashing ma- 
chines. 
SOME OTHER FEATURES 


Here are some of the other interesting features of 
the new John Hancock building: 

Private consultation booths, where individuals may 
talk with visitors in complete privacy. These worth- 
while adjuncts to the information and reception cen- 
ter are conveniently located near the front door. 

The Dorothy Quincy Suite, located in the base- 
ment of the building, which has facilities to accom- 
modate 800 persons for special functions, and has a 
serving kitchen adjacent to it. 

A public address system, installed throughout the 
building, through which music may be piped to any 
individual section or department. 

Inter-office telephone lines, to the number of 1,200, 
which can handle approximately 214 million inter- 
office calls each year. 

An air-conditioning system by which 30 million cu- 
bic feet of air will be drawn in and pushed out of the 
building every hour. 

An auditorium, with projection booth for movies, 
and an orchestra pit. The auditorium, John Hancock 
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Hall, seats 1,132 persons. On one wing of the stage is 
a radio control booth equipped for broadcasting a 
complete network show. 

Thermopane windows throughout the building, 
which insulate the offices against cold in winter and 
heat in summer and help maintain desired tempera- 
tures. These windows, which consist of two panes of 
glass sealed by a metal-to-glass bond with dehydrated 
air space between, open outward on a_ horizontal 
plane, thereby enabling window cleaners to do their 
work from inside the building. 


A radiant-heat snow-melting system, installed in the 
sidewalks around the building. 

A recreation floor (eighth) on which are located a 
cooperative store, library, game room, and lounge 
areas. 

Part of the roof is given over to promenading dur- 
ing lunch hours. 

CREDITS 
Following is a list of suppliers of various important 


equipment and materials used in construction of the 
building: 


Automatic temperature and air conditioning control, 
Johnson Service Co., Milwaukee, Wis., and Foxboro Co., 
Foxboro, Mass.; air conditioning, York Corp., York, Pa.; 
electric stairways, Westighouse Electric Corp., Pittsburgh, 
Pa.; automatic conveyors (kitchen and general office areas), 
Lamson Corp.. Syracuse, N. Y.; marble, Vermont Marble 
Co., Proctor, Vt.; Thermopane glass, Libby-Owens-Ford 
Glass Co., Toledo, Ohio; movable steel partitions, E. F. 
Hauserman Co., Cleveland, Ohio; lobby doors, Ellison 
Bronze Co., Jamestown, N. Y.; floor covering, Armstrong 
Cork Co., Lancaster, Pa., Mohawk Carpet Co., Amsterdam, 
N. Y., and California Stucco Products Co. of New England, 
Cambridge, Mass.; casement curtaining, Goodall Fabrics, 
Inc., New York; stainless steel, Republic Steel Corp., Mas- 
sillon, Ohio; lighting fixtures (executive offices), Smithcraft 
Lighting Co., Chelsea, Mass.; lighting in all general areas, 
Sylvania Electric Products Co., New York; cafeteria table 
tops, Parkwood Corp., Wakefield, Mass.; Alundum Ter- 
razzo, Norton Co., Worcester, Mass.; mail chutes, Cutler 
Mail Chute Co., Rochester, N. Y.; stair rails, Sexaur & 
Lemke, Inc., Long Island City, N. Y.; ceramic tile, Cam- 
bridge Tile Mfg. Co., Cincinnati, Ohio; intercommunicating 
system, Automatic Electric Corp., Chicago; vertical ele- 
vators, Otis Elevator Co., Yonkers, N. Y.; employee lockers, 
Berger Mfg. Div., Republic Steel Corp., Canton, Ohio; 
piping, Stanley Works, New Britain, Conn; valves and fit- 
tings, Walworth Co., New York, and Jenkins Bros. Co., 
New York; terra cotta, Federal Seaboard Terra Cotta Corp,, 
New York; sheet metal details, Milwaukee Stamping Co., 
Milwaukee, Wis. 


Left: 


the main entrance of John 
Hancock building 


Below: views of the company’s 
switchboard room, and the 
mail conveyor room in the 
basement. 
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| 
Cost of products for today’s markets can be cut | 


Product cost and office overhead 


by getting reduction of administrative overhead 


by EDWIN W. BURBOTT 


Vice-Chairman of the Board 
A. B. Dick & Co., Chicago 


DOWNWARD ADJUSTMENT of non-productive 
costs, particularly clerical and related items of over- 
head, is one of the major keys to over-all cost reduc- 
tion. In fact, “unfreezing” administrative overhead 
and making it flexible instead of fixed is regarded 
among controllers as being second only to the preven- 
tion of inventory losses as the Number One problem 
in sustaining profits under present-day competitive 
conditions. 

The importance of paring overgrown functions in 
the face of increased competition and business hesita- 
tion is recognized by controllers. This is one of the 
points brought out in the study, “Meeting the Chal- 
lenge of the Buyer's Market” which has just been 
completed by Controllership Foundation, New York, 
research arm of the Controllers Institute of America. 
Based on analysis of the cost-reduction methods used 
by twenty-five companies in a wide cross-section of in- 
dustry, the case histories so compiled include numer- 
ous instances in which administrative departments 
have played a significant part in the cost reduction 
program. 

One contoller interviewed in this survey jokingly 
defined overhead as “Those salaries and expenses in 
the other fellow’s department which we think ought 
to be reduced.” This is the core of the problem when 
management sets out to reduce each administrative 
department by some flat percentage. The usual out- 
come is that each division head then rushes to defend 
his activities, striving to uphold the scale of his par- 
ticular domain. 

In preference to such cuts, several concerns are 
using variable budgets for administrative and service 


Edwin W. Burbott, left, is 
president of the Controller- 
ship Foundation, New York, 
which has recently made a 
study of ways to meet the 


departments. These provide salary, wage, and ex- 
pense allowances for each department in terms of 
some ready measure of the activities of the depart- 
ment. Users of this method say that monthly compari- 
sons of actual expenditures quickly uncover any un- 
favorable relation of a particular department to its 
work load, thus flagging the need for corrective 
measures. 

In one such instance, the company uses variable 
budgets for accounting and sales departments, with 
the dollar sales determining the expense allowance. 
Time-keeping and payroll departments, on the other 
hand, have allowances based on factory activity. The 
personnel and industrial relations departments are 
budgeted against the number of employees on the 
payroll, since the clerical work and use of forms, etc., 
should follow this quite directly. 


LARGEST SAVING OF MANPOWER 


The largest manpower saving in this case was in 
the accounting department, and was accomplished by 
changes in the plant clerical set-up over a period of 
two years. The number of timekeepers and product 
checkers was reduced to one-fourth the number two 
years ago, although the production volume is off only 
one-sixth. Formerly there was detailed check of pro- 
duction counts by product checkers after each opera- 
tion. This was changed through a system of piece- 
work checks by job-number or lot through the floor 
dispatchers. Now, the only accounting check is made 
by a roving auditor, and line control is maintained 
through a final piecework count. 

Some of the firms consulted believe they control 
administrative overhead more readily by predetermin- 
ing it in connection with regular profit and loss fore- 
casts. This furnishes control in advance, whereas wait- 
ing for a statement of actual expense merely calls 
attention to an overage after the money has been 
spent. 

One large manufacturer requires its divisional man- 
agement to give particular attention in their monthly 
forecast to their local administrative expense. An- 
other company uses its standard organization budget, 
which is revised in mid-year, as a basis for controlling 
salary overhead. What this amounts to is a personnel 
management table for each department: individual 
schedules develop the number of salaried employees 
allowable in terms of the level of activity, and this 


challenge of ag buyer’s manning table (number of people by types of posi- 
Paneer tion) is then multiplied by the median evaluated 
rate for each job. Any downward adjustments as to 
(To page 76) 
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GENERAL OFFICE 


A lighting solution 


Office dimensions are 34’ x 34’ with . I 
a 99” ceiling. Four rows of three 4- 
lamp 8’ slimline fixtures. The rows are 
on 8 centers. With the lamps operated 
at 200 ma, the installation provides an 
average illumination of 50 footcandles 
with a power load of about 234 watts 
per square foot. 


4 


From files of Engineering Division 


of General Electric’s Lamp Department, , 
Cleveland, Ohio. ' 8 ~ 


Several manufacturers make equip- 
ment which is suitable for this applica- 
tion. 


—-- 


W- 
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A TEST 
for 


EXECUTIVES 


by J. GEORGE FREDERICK 


author of Introduction to Modern. Office Management, 
For Top Executives Only, etc. 


IT IS PROBABLY NO EXAGGERATION to say 
that top-level executive ability is rarer than diamonds 
or gold, perhaps rarer than artistic genius. 

The reasons are not far to seek. High executive 
ability demands a remarkably wide range of knowledge 
and insight—never more than today, when top execu- 
tives are faced with decisions which have to do, in 
small or large degree, with science, mechanics, 
research, finance, accounting, economics, art, sociology, 
system, organization, politics, psychology, education, 
advertising, research, motion study, and even medi- 
cine. In none of these, of course, does he need to be 
a technical master, but as they sometimes say of 
woman, he must “comprehend more than he under- 
stands.” He needs to be “eclectic” and very well 
rounded before he can really fill his job, and this is 
attested by various researches made into the semi- 
mystery of what makes a top-executive click. “All- 
around capacity” is a must. 


Photo by Ben Schnell 


The modern executive 
“must have an orderly 
mind.” Office of presi- 
dent of Treo Corset 
Co., Jamaica, N. Y. 
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The “mystery,” which more or less eludes analysis 
in a truly outstanding executive, has evidently greatly 
to do with something that is not knowledge at all, but 
personality and character. As the old Japanese saying 
has it, “more than one path leads to the summit of 
Fuji the mountain.” Some executives reach the top 
by personality mainly—a combination of magnetic, 
inspiring qualities which egg well-chosen subordinates 
on to achievements to which the top executive can 
lay perfectly valid major claim. Others reach the top 
via innate character qualities which may be very de- 
ficient in personality magnetism. They can drive where 
others lead; they can be extraordinarily shrewd ana- 
lysts with a “nose for profit” akin to that of the 
old Yankee trader. Some such make financial success 
despite poor organization and unsatisfactory human 
relationships. All this (and more if there were room 
for discussion) explains why some very diverse person- 
alities and characters have reached top executive 
success. 


elements. It is an error of business policy not to sort 
these out early and start training them, for no func- 
tion in business, not even the technical ones, takes so 
long a time to prepare and mature as top executive 
ability. One reason why college men have now become 
a majority among top executives (they were not until 
recent years) is because colleges have been doing bet- 
ter work in fundamental preparation of the kind 
usually neglected in business training—namely, gen- 
eral rounding and broad perspective. 

Compressed here for quick absorption in limited 
space, are twenty specific points which are important 
in the make-up of a good top executive. ‘These twenty 
high points provide a pretty fair break-down of ele- 
ments in top executive management: 


TWENTY POINTS 


1. To be a good executive one must have an orderly 
mind, which thinks of first things first and second 
things second—no confused, back-track thinking. 


“The good executive always masters his stream of work.” His Excel- 
lency, the Governor-General of Canada, John Douglas Sutherland, Mar- 
quis of Lorne, in the study of the viceregal residence, Ottawa, 1880. 


A primary requirement is, of course, the funda- 
mental one of the “captain” or “general” basis in tem- 
perament, as against the mere “lieutenant” or“ private”’ 
temperament. The private likes nothing better than 
to carry out orders, with an innate distaste for taking 
responsibility for initiating decisions. The lieutenant 
likes to give petty orders and take limited responsi- 
bility, but shies away from complete responsibility. 
The captain or general in temperament is distin- 
guished at once from the others by his strong prefer- 
ence for complete responsibility. Which is why it is 
important never to break or tame or depress a subordi- 
nate who has this quality, no matter how apparently 
difficult to handle, for he is of the authentic breed of 
captains (if he can learn or be taught to discipline 
and round himself sufficiently). Some lieutenants can 
be lifted to captain levels (even some privates), but 
only those who give evidence of possessing the basic 
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2. You must be able to make decisions, never dawdle 
over them, never procrastinate, hesitate, or fear 
action. 

3. The orderly executive mind makes clear classifica- 
tions, and uses—and demands that others use— 

* system, neatness, dispatch. 

4. The good executive is noted for clearness of mind, 
clarity of speech, avoiding all vagueness like a 
pest. 

5. The good executive always masters his stream of 
work, and never is mastered by it, never pushed 
around. 

6. The good executive has an especially keen sense 
of time and its value. He never puts $25 worth 
of time on a $5 matter, or vice versa. 

7. The good executive is quick on the trigger to get 
action at a trouble spot. He never lets anything 

fester into deper trouble. (To page 78) 
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MODERNIZATION PAYS OFF 


ni By CHARLES HACKETT 


ONE OF THE OLDER BUILDINGS in New York's 
Grand Central district has become an attractive, up- 
to-date structure as a result of a comparatively inex- 
pensive modernization program that has found favor 
with tenants and building visitors alike. 

According to J. C. Cushman, Jr., of Cushman & 
Wakefield, Inc., building management firm in charge 
of the building, the entrance and the lobby were the 
scene of the major changes, though all public areas 
came in for sound refurbishing treatment. The seven- 
teen-story building, 2 West 46th St., representing about 
100,000 square feet of rentable area, had been a show- 
room building, built in 1924. It is owned by Parents’ 
Institute, Inc., publishers of Parents’ Magazine. 

Mr. Cushman said that a thorough survey of the 
building indicated the desirability of changing the 
property into an office building not only because of its 
size, but also because of its location in what is one of 
the highest rental areas in the city. ° 

In the lobby, a hung ceiling now hides the old 
barrel-vault ornamental ceiling as well as a border of 
relief sculpture below it. A marquee with stainless 
steel exterior facia now protects the entrance. A rub- 
ber terrazzo floor has been put in, extending from the 
building line to the edge of the original terrazzo floor 


‘ Street level front of building and 
in the lobby. entrance lobby, before moderniza- 
The granite facia on exterior columns was removed tion 


and replaced with marble facia. A double set of kala- 
mien single doors was removed in favor of an open 
glass front with a Herculite revolving door and a 
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How moderate-cost remodeling program 
transformed New York building into de- 
sirable office center... 


a MEIN, |i 
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panic door, framed in stainless steel and white bronze 
hardware. 

Very good results were obtained by the combination 
of hung ceiling and contemporary lighting in the 
lobby. 

“A clean, pleasing effect has been created by flush 
fluorescent down lights in the small elevator lobby 
at the rear, to separate this portion of the lobby from 
the main lobby and thus overcome the original long 
tunnel-like appearance,” Mr. Cushman said. 

White ceilings and cream walls with a gray-green 
eggshell enamel dado was the treatment prescribed 
for stairways and corridors above the ground floor. 
All corridor floors were covered with Armstrong rub- 
ber tile in a matching color combination. The corri- 
dors were equipped with new lighting fixtures, and 
uniformity was given to directional signs as well as 
to the room-numbering system. 

Elevators were given a face-lifting treatment too. 
Egg-crate ceilings were installed in the elevators, with 
modern silver bowl type lights. Stainless steel hand- 
rails were installed in the cars, and modern elevator 
signals were placed on each floor. 

Adding in the improvement oj the appearance of 

: : the building was the complete remodeling job done 
nn es a ogee by the new occupants of the space on -% ground 

lobby floor, formerly occupied by a restaurant. The new 
tenants, Arthur Brown & Bro., Inc., art supplies re- 
tailers, invested more than $100,000 in installing a 
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Mr. Fitch giving talk at All-Ohio Safety Congress in Columbus, Ohio. At right is 
Richard Morse, Vice-Chairman of Industrial Commission of Ohio. 


A COMPANY -COLLEGE PLAN 


Three-way cooperation 
for all-around benefit 


J. H. FITCH 


Director of Pensonnel 
MeNeil Machine & Engineering 
Co., Akron, Ohio 


A FEW YEARS AGO I came to the conclusion that 
much could be done to improve labor-management 
relations in industry if small colleges in rural commu- 
nities away from the excitement of urban life could 
hold forums or seminars and invite to such meetings 
both labor and management people. I felt that not 
only would the labor and management people get 
much out of studying and arguing in an academic at- 
mosphere, but more than that, considerable good 
would be accomplished by having labor and manage- 
ment people living and eating together. I addressed 
communications to a number of such colleges and 
seemed unable to stir up any interest, although many 
people told me they thought the idea was a good one. 

During the late summer of 1948 the thought struck 
me, based on my experience, that college graduates 
with majors in personnel were entering personnel de- 
partments in industry or positions in the negotiation 
field for the big unions, and because they had no 
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practical experience to back up their academic knowl- 
edge of their subjects, were lost when they came up 
against any really ticklish problem. I thought we 
in our company could privide a solution. I wrote 
to Kent State University, Akron University, and Ohio 
State University, outlined the problem, and presented 
my recommended solution. It met with enthusiasm, 
and I was invited to visit each of the universities and 
describe my thoughts in detail. I made the visits as 
requested. Then I returned to our company and nego- 
tiated the idea with our Local 3158 of the United 
Steel Workers of America, and we put the plan into 
operation in September, 1948. 

Simply, the McNeil Company-College Cooperative 
Plan was worked out like this: 

Our labor contract provides that there shall be a 
monthly grievance meeting between several represen- 
tatives of management, and several representatives of 
the union committee at 2 p.m. on the first Monday 
of each month. I arranged for each of the three uni- 
versities to send us one personnel major on the first 
Monday of each month. These majors reported at 
my office at 8 a.m. We spent about fifteen minutes 
getting acquainted with one another, then I turned 
the students over to my secretary, who spent from one- 
half hour to an hour showing them our various types 
of personnel records and explaining the purpose of 
each, standing ready to answer any questions. After 
that, I took the students on a short tour through our 
plants so that they would be somewhat familiar 
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Labor and management representatives, with three student 
at a grievance meeting at McNeil Company 


helps labor-management relations 


with the types of machines and the work that our 
people are doing. Then we returned to my office and 
I proceeded to handle my usual morning’s work just 
as if the students were not present. They had an 
opportunity to observe a personnel manager in opera- 
tion and were privileged to ask any questions they 
cared to. They had our assurance that every question 
would be answered in a forthright manner and no 
punches pulled. 

At noon, we took the students, our general factory 
manager, and perhaps a production control manager 
to the City Club for luncheon, and I made it my busi- 
ness to start the conversation off in the direction of 
human relations problems. Then we encouraged the 
students to ask questions. 


At 2 p.m., we went to the monthly grievance meet- 
ing where the students were silent observers. They were 
privileged to take any notes that they cared to. When 
the meeting was concluded, the management people 
left the room and the students were allowed to stay 
on with the union committee and ask any questions 
that they wished. We received the assurance of the 
union committee that forthright answers would be 
given. After that, the students could go back to my 
office and question me specifically about any conclu- 
sions reached in the grievance meeting. Between 5 and 
6 p.m., the students left to return to their colleges, 
with a definite understanding among the company, 
the union, the students, and the colleges that the 
student would still have to do two things: 
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(1) Get up the very next day before his class and 
relate his experiences, observations, and conclu- 
sions regarding a day at McNeil. 

(2) Within two weeks, write me a letter, with a 
carbon copy to the president of our Local 
3158, making any statements or suggestions he 
cares to—this letter not to be censored by the 
college. 


This is the gist of this plan as it was set up, and the 
same plan is being carried right along. 

After a month or two of operation, I felt that I 
owed it to by alma mater, Kenyon College, to offer 
them the same opportunity. Even though they did 
not provide for a personnel major, at least the De- 
partment of Economics permitted men to specialize 
in labor-management subjects. When I offered Kenyon 
the opportunity to be a party to the program, the 
response was that they would very much like to be, 
but that the head of the Department of Economics 
would like to be present with his first student so 
that he would know first hand what experience the 
students were having, and what he should expect of 
the students upon their return to college. 

The request was granted after union negotiation, 
and as a sidelight, it is interesting to note that while 
Dr. Titus, head of the Department of Economics at 
Kenyon, was in my office with the students the first 
Monday in November, I discussed at length with him 
my plan for a college-labor-management seminar. He 
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received it enthusiastically and assured me that he 
would discuss it at length with the president of the 
college upon his return. He did so and the result 
was that I was invited to Kenyon with John McKen- 
drick, representative of the International Steelworkers 
of America, and along with Dr. Titus and a few 
others, we planned the very first such Labor-Manage- 
ment Forum ever to be held, to our knowledge. This 
was held at Kenyon early in February, 1949. 


Both management and labor people in the steel- 
workers group in Akron later said that contract nego- 
tiations in 1949 were on a higher plane as a result 
of that Forum. It seems logical to me that future 
Forums for this same group will do much to improve 
the situation still further. A second Labor-Manage- 
ment Forum will be held at Kenyon this month. 


We extended the operation of the McNeil Com- 
pany-College Cooperative Plan throughout our period 
of contract negotiations without one moment of em- 
barrassment, and the enthusiasm of the students who 
were privileged for the first time to attend contract 
negotiation meetings was something entirely out of 
this world. 

I told each of the colleges concerned that when 
contract negotiations were completed I would be will- 
ing to appear before their classes of personnel majors 
and give a talk on the subject of contract negotiations, 
and more specifically the 1949 negotiations, and then 
for another half-hour or so answer any questions that 
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I could from the students. I gave such talks at Kent 
State and at Kenyon College. . 

Because of the great distance for students to travel, 
Ohio State finally dropped the program, but we went 
through the balance of the college year with represen- 
tation from Kent State University, Akron University, 
Kenyon College, and the College of Wooster. 

We have received many letters from professors and 
students regarding the McNeil Company-College Co- 
operative Plan and the Labor-Management Forum at 
Kenyon, and their value in giving students practical 
insight respecting the whole subject of labor relations, 
all of which should have most useful results in any 
personnel work which they may undertake. We our- 
selves feel that the program has been of definite value 
to our company and our employees, and that some 
of the suggestions made by the students will undoubt- 
edly prove of much benefit to the company and the 
union as time goes on. 


MODERNIZATION PAYS OFF 


(from page 43) 

store that is thoroughly in the modern trend, with an 
all-glass front and functional merchandising fixtures. 
Other new tenants have also spent substantial sums 
of money for redecoration, Mr. Cushman says. 

Another important factor in restoring this building 
to a better competitive position with other buildings 
in the area was the steam-cleaning treatment it re- 
ceived to the sixth floor. Parents Institute feels that 
Cushman & Wakefield, Inc., have done an exceptional 
job in a modernizing project that required only 
$45,000. Ketcham, Gina & Sharp were the architects. 


RECORDINGS ON THE SPOT 


(see picture at left) 


WANT A RECORD of an important office confer- 
ence or desk-side conversation? Want to get down in 
permanent form important talks outside the office in 
other offices or on the road? 

A new device has been added to the electronic 
wonders available to the American office. 

Permanent long “on-the-spot” sound recordings at 
a cost of 24% cents per hour can now be made for 
instantaneous reproduction with a new self-powered, 
battery-operated combination sound recorder and re- 
producer, patented and manufactured by the Miles 
Reproducer Co., Inc., 812 Broadway, New York. 

Known as the Walkie-Recordall, the device, weigh- 
ing only 8 pounds, is completely enclosed in a carry- 
ing case 4 by 8 by 10 inches. 

The Walkie-Recordall can make permanent and 
continuous recordings, with a concealed microphone, 
of long conversation, of nearby or distant voices, 
equalized automatically, with mobile or stationary 
operation at any angle from the horizontal and while 
the user is standing or walking, or in trains, autos, 
planes, or other places where current is unavailable. 

Recording is noiseless. To record, nothing need 
be done except turn on a silent, hidden, external 
switch. 


February, 1950 


bl i —— — _—- pa. ae - 7 a - Me 7 a ng _ - i”. = “=| 
- ao ee ieee ; i. “eee Aan 
PS mee Oe oe me 3 5 a a 2 a _. ee: 
Viekt ces ao ee ¥ a. % ss ee el a Zi as . oe 
: ae a 1: enn ja 7 a ie br hat ie 
: 2, ma er a a a 4 f a Seen <i ae ‘ ri Sa a 
ae F 
: eee ‘ 
7 
ae 
Tk 
3 ae 
4 “2 
k a 
ie y 
“ee 4 ’ 
e 
ae { 
: y ] 
— 
=f ‘ 
i 
=) : : . 
ies 
‘eee oS 
~~ os 
een 
ie 
ale Ce 
nie a 
ee fl 
nae a. 
ae 
oa aii a. 
oP ail 
a 2 
a i 7 
gate 
; se 
- Ba 
ge ns 7 whee Bi 
toy | ea 
y : bie 
s q . of rene ane $ | 
& eae cee ee 
ees 2 SE ; EE Oe ee ers 
be i. en . * Ce , ii eee af a 2 ‘d - 
rae: any @ bey ‘ Eg PE ore hig 
% sage a if me wie 2 Ps ae Pa 
oe oo —— (ee af > Fee et 
bs ad bey & : Bes a 
: 4 $ at - i a. iii 
a ; { * eee) yo" —s , “ig 
t ; pee _ 32) : f- = 2 a 
1 Sa ent ol 7 ae ty, = ih’ Se 
7 : oe ait a. FF : ai 
. 7) Se a eee ali . i 
- ) Fe a a 
- ae ee se a, oe os a + E 
‘ As aq Moe a 
; : 4 ee ad es 
: a | + re ; oo Sh ee 
‘ ‘ “soe, oa ’ fas Se 
. a é See Bets he + F ae ee ase ‘ 
- Se ye Ph oes. ] a . i; a. w 
: a ¥ ae PR, aa ey 7 a é e : 
i ‘ ~ Sas =_ ie) ee - 4. get EY - 
sy os . a ae 5 x a a ee ie 
rk 7 ’ a> ae S ri 2 f a ST $ ie g ; 
i oe. i ; ekg oa rt aaa is a f * - 
$ q Bs ayia = A A rs — 
Se a hee ; ter : 
s ‘ pie ae me: ae : G % 
; 5 a Es. & Sep 8 = BGR 
2 _ 8 ¢  —__e, ie ve # ‘ BS ey ‘63 
py 7 wey Te a iss NK 7 : , vi 
ay ; ae ; yictedee Ae ‘ % ¥ : 
E — —_ * AS a) os Pe 
_ d os a bs a a a. tx Led _ %, & Fe 
7 ‘or - Reg oe ie oe ae 
see! eae heer . . te " a 
a peg gee th Heer = eee at ae 
— ‘ a ‘janie ae a Sy 
r | =" 
Por a Ex nor ee s a 
7 y EZ. <a “D> Sm im & ” f we 
7 : wie f 23008 aa ais, I 3 es oe pS 
ond 1 Pa oe copa, aa ee 4 
7 a) gee sce Ee a oe pa: is 
ba Se oe 4 2 got f n ne ay. ‘— , 9 
4 ae ie ie + wi cat a ae a % wat 
FT — ' wae ‘i ” as ee WS yy ™% 3 
“Ss ll a i le a . ae is ee ‘i Basalt: ey 
f a . ° ( Pay me - ed 
a ae ot, ie 
: oo ae ae ars ee : : = 
4 Cee, 3 ee : 
wo t oe he a , . 3 3 
“en 2 3 (i - ae el a a Fa a xe 
r¥ il ~ 
"a 46 eee a 
is 
Sy 
Ss 
; 
im, 
a 
ay 
ea! r - : * sae 
eee ae °% ~ , an j sich! aa = 3 Se S oF le ue 
ae ‘a Bs; : . wr : a We . & ie = F ae 
ean ‘ ae “a : , ! ” 4 ae a a a bed  . ma 
— ee. ee er . 4 . 7 ee 
F a “a va Te . oe So eS , ee #5) > . in es » i 


DRAPERY FABRIC 

inherently fire-resistant, woven of Fiberglas and wool 
yarns, has been developed by the textile division of 
Knoll Associates, Inc,, 601 Madison Ave., New York, 
for use in offices and places of public assembly, 
The fabric is an adaptation of a hand-loomed de- 
sign by Marianne Strengell, noted designer and 
weaver. In addition to its resistance to fire, the 
fabric is not affected by sunlight. mildew, or by 
changes in temperature and humidity. Available in 
four two-tone tweed effects, green, blue, red or black 
in combination with natural, and in natural. 


' 
| 
POSTURE WORKING CHAIR 
produced by the Tibo Corp., 601 Madison Ave., 
New York, is of a modern design that combines 
mobility and ease of adjustment with strength and 
balance. Made of steel and plywood and in com- 
binations of foam rubber with Seran coverings. First 
introduced in Sweden, the chair meets the demand 
™ for many jobs. The seat can take a 7'/2-inch rise, 
: or it may be reduced to the level of a child's desk. 
n Chair is developed in two seat surfaces, the ply- 
n wood and the moulded foam rubber, with the latter 
upholstered in woven plastic or fabric. Prices range 
| from $24 for plywood to $32 for foam rubber with 
ic plastic coating. 
it 
or 
1, 
e- 
eS 
h- 
= 
d CABINET HUMIDIFIER 
, made by the Walton Laboratories, Inc., 1186 Grove 
ie, St., Irvington, N. J., is now available in this blonde . 
25 mahogany grain for blending with the modern office 
ane of today. Automatically controlled, the humidifiers 
ry evaporate between five and ten gallons of water 
le into the air per day, depending upon the model. 
s Both the single and duplex models can now be ob- 
* tained in either a walnut or blonde mahogany grain. 
ed 
jal 
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nes things in the news 


A NEW ADDITION 

of a blonde walnut finish to their line of Steel Age 
office furniture has been announced by the Corry- 
Jamestown Mfg. Corp., Corry, Pa. Known as blonde 
walnut number 90, the new light grain finish is being 
made available on the entire Steel Age line. The 
finish is a faithful reproduction of a specimen panel 
especially selected by the company's engineers for 
its rich color and grain. 


PLASTIC BINDING EQUIPMENT 

model 12, is the latest manufactured by the General 
Binding Corp., 808-14 West Belmont Ave,, Chicago. 
Top picture shows new model which binds loose ma- 
jerial into attractive booklets for salesmen, prospects, 
and others. Smart, professional-appearing work can 
be done with equipment, and a minimum of instruc- 
tion is all that is needed. Equipment includes two 
machines for punching and binding. Plastic binding 
strips come in two styles, with a choice of colors 
and diameters. A brochure describing the model is 
available simply by writing the company direct. 


NEW DUPLICATORS 
model 80 left, and model 75 right, have been an- 
nounced by Addressograph-Multigraph Corp., 1200 
Babbitt Rd., Cleveland. Both models feature Simflo 
control which provides for the mechanization of 
many operations that heretofore required manual 
adjustments and supervision. Multilith model 75 is 
designed for production of many short and medium 
length runs. It features a continuous vacuum feeder 
and a two-door cabinet for convenient storage. 
Model 80 is intended for systems and short run 
duplicating. Provision is made for the consecutive 
feeding of different sizes and weights of paper and 
cards. Both dels are designed for use with all 
types of Multilith duplicating masters. 
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new things in the news 


FOR FILING STENCILS 
the Spring Clip method suspends them vertically, 
thus eliminating damage caused by pressure, eo 
ling, folding, or sticking. Stubs of stencils are slid 
up under the Clip which holds them securely. But- 
ton holes of stencils are protected too, assuring good 
registration from re-runs, Rolaway model, _ illus- 
trated, is 24!/p inches high; 12 inches wide; 25 inches 
deep. Made of steel with hanger tracks nickel- 
plated, it will hold 500 stencils. Made by the Mim- 
E-O Stencil Files Co., 2819 Belmont Ave., Chicago. 


FOLD-A-WAY HAND TRUCK 

designed to take the strain out of moving, is from 
Business Equipment Specialists 19 West 44th St., 
New York. Of all steel construction, the truck can 
carry up to 700 pounds through it weighs only 25 
itself. Practical, too, it can be “folded away’ under 
counters, in closets, and other places that will keep 
it out of sight. Available in two models, the trucks 
a guaranteed for one year. Priced at $25.50 
each. 


STEN-X-LITE 
is the name of a new fluorescent desk lamp designed 
especially for stenographers. A lamp stand easel 
holds shorthand note book and any copy as needed 
for quick, easy reading. The adjustable reflector 
extends to the right or left, thus spreading illumina- 
tion directly on all three points of work—copy, 
typewriter, and desk. Finished in office grey wrinkle, 
the product, less fluorescent lamp, retails for $9.90 
from the Fostoria Pressed Steel Corp., Fostoria, Ohio. 


OVERHANGING DESKS 

the double pedestal (top) and single pedestal junior 
executive (below) are recent additions to the Stream- 
liner series produced by Globe-Wernicke Co., Cin- 
cinnati. Each has formed linoleum top which is 
overhanging for larger work surface. Double pedes- 
tal model top is 76 inches wide, extends 8 inches 
beyond ends and back: other model has 60-inch 
working top that overhangs I5 inches on one side. 
Both available in grey or dark green finish, with 
narrow or closed backs. 
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new things in the news 


3h. Sens ae Dac 


SLIMLINE FLUORESCENT LAMPS 
of three dimensions, now available for the first 
time in quantity and in a large variety of colors 
have been announced recently by the General Elec- 
tric Co.'s lamp department, Cleveland. Pictured top 
to bottom are: the "Big Inch" lamp, 1!/2 inches in 
diameter; "Inch" lamp |-inch in diameter; and the 
"Little Inch" model, which is 34-inches in diameter. 


POSTING TRAY 

introduced by the LeFebure Corp., 716 Oakland 
Rd., N.E., Cedar Rapids, lowa, is called the Zephyr- 
Weight because it is made of magnesium which is 
said to be as strong as steel yet one-third lighter 
than aluminum. Four stock sizes and special lengths 
are available. Features include convenient lifting 
handles; eye-ease label holder; offset and drop rail; 
positive locking compressor and non-skid sheet sup- 
port. A two-tone color combination is provided by 
full length base runners and front compressor panel 
in red plastic and the standard finish of baked 
enamel in grey-brown crinkle. 


DESK MODEL ADDING MACHINE 

made by Burroughs Adding Machine Co., Detroit, 
is hand operated model which has been restyled 
by the manufacturer. Machine now features new 
square keys of Tenite. Entire machine, including 
keyboard and metal cover, is executed in restful 
shades of brown and tan. Control keys are set at 
a slightly higher elevation than the number keys, 
and for more protection against error, totaling key 
is of a darker base color than any of the control or 
number keys. 


TAPE APPLIER 

that disp , applies, and cuts pressure-sensitive 
tape automatically with a one-hand motion, is being 
introduced by the Tapematic Corp., Newark, N. J., 
as the Tapex. Made in two sizes of unbreakable 
plastic, in wine, green, grey, and brown, the machine 
takes rolls of imprinted or plain tapes up to 1296 
inches. Reloading takes only a few seconds. Tape 
is applied smoothly, without wrinkling, and the fingers 
never touch the tape. Tapex is priced at $2.45 for 
use with tape up to |/)-inch-in width, and $2.75 
for tape to ¥%4-inches wide. 
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“SKYRITER" TYPEWRITER 

an exceptionally light and compact machine, has 
been announced by L. C. Smith & Corona Type- 
writers, Inc., Syracuse, N. Y. Model has full size 
office machine keyboard yet can fit into desk drawer, 
grip, or briefcase. Besides the usual features; Sky- 
riter has retractable paper supports, a touch selector, 
and key tops whose characters cannot wear off. 
Despite its size, it is said to be capable of perform- 
ing the usual duties of a correspondence machine. 


SKYLINER STENOGRAPHIC DESK 

model G-349, features a fixed-bed typewriter plat- 
form in the center. Other features include a non- 
glare grey Armstrong linoleum top, over-all size of 
which is 34 x 36 inches; full pullout shelves in each 
pedestal; ball-bearing rollers on all drawers, which 
are interchangeable; one-piece pedestal construc- 
tion; and metal pulls. Heavy duty, adjustable glides 
permit height adjustments of from 29 to 30!/2 inches. 
Manufactured by the Orna Metal Products Co., 2412 
South Seventh St., St. Louis, this model is available 
in baked enamel grey and office green, with green 
linoleum tops. Priced at $142.50. 
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TAPE RECORDER 

made for portability and encased in a simulated 
leather case, is called the Reelest, and is distributed 
by the Universal Moulded Products Corp., 1500 Wal- 
nut St,, Philadelphia. Among its features are twin- 
track recording without interruption for rewinding; 
simplified threading of tape; electric eye volume 
indicator; and a hinged flap cover which protects 
controls when carrying. Can be played with top 
cover down, with controls fully accessible, 


THE INTERIOR 
of this newly completed modern brick building of 
the Merchants State Bank, 5217 Ross Ave., Dallas, 
Texas, is given a distinctive touch by the executive 
chairs made by the Stanley Mfg. Co., of Fort Worth. 
Included in the installation are the company's top 
grain leather upholstered swivel chairs and arm 
chairs. These types are available in walnut or ma- 
hogany and come in a variety of colors. 
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new things in the news 


FELT POINT PEN 

one of many new models now being produced by 
the Marsh Stencil Machine Co., Belleville, Ill. Well- 
known for their stencil products, the Marsh Com- 
pany has recently added this new division and has 
a complete line of pens and instant drying indelible 
inks. The felt-pointed pens can be used to mark 
and draw on any surface, including cellophane, wax, 
glass, and metal. 7 


TELEBASE 

manufactured by Staron Products, Inc., 125 Stockton 
St., Newark, N. J., is a durable plastic device which 
is quickly attached to a telephone. It contains 
handy memo sheets, an alphabetical telephone index, 
a durable pencil which fits into a special groove, 
and a plastic ball which fits on the end of the tele- 
pencil for quick dialing. Individually packaged, the 
item is retail priced at $1.98. 


STEEL TRANSFER CASES 

have again been added to the line being manufac- 
tured by the Victor Safe & Equipment Co., North 
Tonawanda, New York. Sturdily built, the cases can 
be stacked to any convenient height and are avail- 
able in either grey or green finishes. All units are 
27 inches deep outside, 2634 inches deep inside, 
and are equipped with four rollers. Full information 
and literature is available from the company. 


FIRST ESTABLISHED 

line production of an elecironic machine to speed up 
punched card accounting. was started by Inter- 
national Business Machines Corp. at its Poughkeepsie, 
N. Y., plant, recently, Forty electronic calculating 
punches, each with 1,200 or more tubes, are coming 
off the line each month, The machines can compute 
two five-digit numbers at the rate of 79 multiplica- 
tions or 65 divisions a secord. Additions and sub- 
tractions are done even faster. It is first such ma- 
chine to be produced for commercial purposes. 
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374" high, 3414” 


COLE’S 


Complete filing 
AND 


storage systems 


The “PROFESSIONAL” File No. 870 


Ideal for lawyers, accountants, doctors, and 
business offices. Everything at your finger 
tips. Constructed of heavy gauge steel 
Green or gray. Unit contains: 

® Two legal size, ball-bearing files. 

@ Two 5x8” drawers (3200 card capacity). 
® Two drawers, 16"x1l7%2"x1l¥%”". 

® Three adjustable storage compartments 


with lock. 
$4995 


With locks on both legal size drawers. $53.95 


The “SECRETARY” File No. 470 
Contains: Two ball-bearing letter files; four 
4” x 6” card drawers (6400 capacity); three 
adjustable storage compartments with safety 
lock. Size, 37” high, 30%” wide, 17%” 
deep. Olive green or Cole gray. 


$3995 


With locks on both letter size drawers...$43.95 


: . 


The “TREASURER’S” File No. 472 


Contains: Two ball-bearing letter files; two 
4” x 6” card drawers (3200 capacity); 
drawer for cancelled checks; three adjust- 
able storage compartments with safety lock. 
Size, 374%)” high, 30%” wide, 17%," deep. 
Olive green or Cole gray. 


$3995 


With locks on both letter size drawers 


The ““BANKER’S” File No. 473 


Contains: Three letter files on ball-bearing 
rollers, plus three adjustable storage com- 
partments under lock and key. Size, 374%” 
high, 30%” wide, 172” deep. Olive green 


or Cole gray. 
995 


With 3-drawer plunger-type lock... $46.75 
Also available with legal size drawers 


$43.95 
Prices 20% higher in Denver and West of the Rockies 


APHS OF THE ABOVE AVAILABLE ON REQ 


STEEL EQUIPMENT COMPANY. 
285 Madison Avenue, 


New York 17, New York 
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ROU GANL FEEL THE DIFEERENGE 


SAFETY DRAWER CABINET .. + Safeguards expensive 


tools and other valuable items; ideal for leases, contracts, etc. 27 drawers, 
protected by heavy steel, reinforced doors, equipped with a two-way 
locking device and paracentric lock. Olive green or gray crinkle finish. 


No. 2717D—37¥,” high, 30” wide, 18%)” deep............ $75.95 


COL 


285 Madise 


‘ 


(Zones 2 and 3 slightly higher) 
FREE CUTS OR PHOTOGRAPHS OF THE 


STEEL EQUIPMENT COMPANY. 
Avenue 


DESK HIGH “air-flo” FILE. A heavy, precision-built steel 


suspension file having greater filing capacity. Drawers float at the 
mere touch of the finger tips. For home or office. 
Olive Green Grained Walnut 
Height Depth or Cole Gray or Mahogany 


No. 1002 Letter size 30%.” 28%” $45.00 $54.00 
No. 8002 Legal size 30%." 28%” $52.00 $61.00 
Automatic lock containing both drawers add $9.00 to above. 


CANCELLED CHECK CABINET. The 14 drawers of this 


cabinet will house 7 years of cancelled checks. Ideal for many other 
uses. Cabinet size, 23%” wide, 37%” high, 24%” deep. Inside 
drawer, 10%” wide, 4¥2” high, 24” deep. Olive green or Cole gray, 


. $59.95 


crinkle finish. 
Chale bins dada ada aaaets oe klaendie 


ABOVE AVAILABLE ON REQUEST 


_ New York 17, New York 
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$59.95 


STEEL SAFE No. 2906, Complete with 2 safety vault boxes under 
extra lock and key, same as your bank vault. Equipped with a Yale with lock and key for ledgers and other important books. Lower half 


COMBINATION CABINET No. 5002. A safety compartment 


3-wheel screw wedge combination lock with 3 locking bolts. Size is a letter size Air-Flo suspension file which floats at the mere touch 
30%,” high, 143%,” wide, 285%” deep. of the finger tips. Size 30%” high, 143%,” wide, 28%” deep. 
Olive Green or Cole gray................ ee eee $49.50 a ee I ovo ie os caine vecenessnecasdabe $42.50 | 


Grained Walnut or Mahogany... 


CHROME ARMCHAIR 
No. 4000—Triple-plated chrome. 
Upholstered in vinyl-coated simu- 
lated leather. Choice of colors. 
31” high, 21” wide, 22” deep. 

$39.00 


Grained Walnut or Mahogany.... 


STORAGE CABINETS No. 349L. Will keep your office 


supplies and printed matter clean and orderly. Ideal for hand tools, 


TYPEWRITER TABLE 


No. 755—An all-steel table with 


linoleum top, beautifully trimmed or even liquor. Two-way locking device controlled by a paracentric 
with fine aluminum edging, 25%, lock. Two adjustable shelves. Olive green or Cole gray crinkle finish. 
high, 29%” wide, 15%” deep. ” 7 Es 

$15.00 i” Ce I TO Gia ica is ce ieaceii acids $36.95 


(Zones 2 and 3 slightly higher) 


STEEL EQUIPMENT COMPANY 
285 Madison Avenue, — New York 17, New York — 
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SANITARY BASES 
for all size files 


$3.1 


STURDY CONSTRUCTION — Prontos are built of 275-Ib. 


test corrugated fibre board and reinforced with steel on the 
shell and the four corners of the drawers. 


SAVE FLOOR SPACE — Constructed so that they interlock 
into solid units and stack as high as the ceiling, saving 
valuable floor space. 


SIZES AND PRICES 


ADDITIONAL 


MADE FOR 
ANY SIZE 
FUE 


LOCATE YOUR RECORDS EASILY — No more need of 


fussing and fuming. With Pronto files you can get at all 
records just as easily as in your regular active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful in 


appearance, finished in an attractive olive green, The steel 
drawer front matches your regular active office files. 


FIBRE BOARD STEEL 
Sucgested Utes Ln _| DRAWER FRONT || DRAWER FRONT 
File PRICE File PRICE 

Width Height Length No. Single Carton || No Single Carton 

tletter Size || 12% .. 10% ..24 | E210 . . $3.10. . $3.00 || I210L.. . $3.85. . $3.75 
Letter Size if ee 10/4 -- 15 | E210S . 3.00... 2.90 || 1210S... 3.75... 3.65 
tlegal or Cap J} 15% .. 10%... 24 | E510... 3.75... 3.65 || ISIOL 4.85... 4.75 
Invoices st} “10%my w 8%. 24 | E109 2. 2.75... 2.65 || 1O9L.. 3.40.. 3.30 
*2 Rows 8x5 Forms.|| 10% .. 8%4..24 | E108 .. 3.05... 2.95 108L.. 3.65.. 3.55 
“Invoices or 2 Rows x9 10% .. 8%.. 18 | E108M . 3.00.. 2.90 || 108M . 3.60.. 3.50 
Freight Bills We .. 7 «224 | £97 2. 260... 2.50 |] I97IL 3.10... 3.00 
Checks (10 4%, ..24 | E104 2.65... 2.55 || 104L 3.40... 3.30 
Drafts or Checks We 1. We... 24 69 4. 2.10.. 2.00 194IL 2.60... 2.50 
Drafts or Checks "Wee. 4... 18 | E94M.. 2.05.. 1.95 || 194IM . 2.55... 2.45 
5x8 Forms ... 8% .. 5%..24 | EBS .. 2.35... 2.25 || 18SIL 2.85... 2.75 
*Deposit Slips (2Rows 8% .. 5%.. 15 | EBS .. 2.25.. 2.15 || 1851S 2.75 .. 2.65 
Deposit Slips sh «+ 4%..24 | E84 2. 2.10.. 2.00 |] 184iL 2.60 .. 2.50 
Tabulating Cards . 7% .. 3%..24 | £73 2. 2.10... 2.00 |] I73IL 255... 2.45 
*3x5 Cards (3 Rows) Woya .. 4a... 24 | B64 .. 3.75.. 3.65 || 1645L 4.85... 4.75 
*4x6 Cards (2 Rows). 12%, so 8 coe TEM .. 28... 8 1 3.40... 3.30 
*3x5 Cards (2 Rows) 10% .. 3%..24 | E103... 265... 2.55 || 103L 3.35... 3.25 
Vouchers (Upright) Sie. . 10%... 24 | E592... 2.90... 2.80 || 1592L 1s6.. 3 
tledger Sheets... |} 9/7. ..12 ..24 | E9! .. 3.50.. 3.40 || 91I2L.. 425... 4.15 
tledger Sheets 12% .. 1%... 18 | E12 4.45... 4.35 || 1212M . 5.80.. 5.70 


*These numbers have removable divider partitions. 


tPacked 6 to a carton—all others 12 to a carton. 


Prices 20% higher in Denver and West of the Rockies 


PRONTO FILE CORPORATION 


285 Madison Avenue 


Prontos Installed at the Underwood-Elliott Fisher Co. 


New bet 17, N. ve 
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Marsh Steel Corp. plant at North Kansas City 


CARD-CAMERA BOOKKEEPING 


REPLACING TRADITIONAL TOOLS of the 
bookkeeper and the credit manager with a camera 
and panels of visible index cards, the Marsh Steel 
Corporation, of North Kansas City, Mo., distributors 
of carbon and alloy steel and aluminum products, 
have pioneered an accounts receivable procedure. 
The results, according to the company’s manage- 
ment, have been striking, and far more favorable than 
had been anticipated. 

From methods that followed traditional lines—and 
involved all the traditional posting and copying, de- 
lays involved in recapitulations, multiplicity of oper- 
ations, and duplication of paper work—they now 
have an ever-active record of customer payment per- 
formance and an always-clear picture of all accounts 
receivable due. And they have it all with a minimum 
of clerical work, with assurance of accuracy, and at 
costs that are a fraction of those formerly involved in 
their invoicing and collection activities. 

When executives of Marsh Steel decided they want- 
ed a day-to-day simplified picture of this important 
phase of finances, the accounting division took a very 
literal view and, with the aid of Remington Rand 
systems and methods technicians, hit on a camera- 
and-card panel combination that provided all the an- 
swers. 

TAKING RECAPS BY CAMERA 

To achieve the desired combination of active and 
static records, the Marsh procedure involved a hand- 
ful of small panels, die-cut I. V. I. (visible index) 
cards, and a Dexigraph prism lens photocopying 
camera. The accounts receivable situation at any 
given moment is presented by means of the con- 
stantly-changing card-and-panel record. The camera 
serves to take off periodic “recaps”, credit department 
records, and posting data for the cash receipt and 
other ledgers. 
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Lee Higdon, Marsh Steel comptroller, and his secre- 
tary check some accounts receivable on visible index 
panel with Dexigraph “photo-bills’’, 


Detailing the procedure, from the point of order 
writing and invoicing activity in the North Kansas 
City office, to the uses in several departments and 
control activities of the finished “photographic book- 
keeping” panel reproductions, Marsh Steel’s comp- 
troller, Lee O. Higdon, has this to say: 

“Our order writing and billing procedure is 
handled by direct Ditto process. All of our invoice 
copies for distribution to our customers and through- 
out our organization (for which eight copies are re- 
quired) are run off from a master copy on the Ditto 
machine. In addition, we run off analysis slips that 
are used in perpetual inventory control and in the 
preparation of statistical reports of sales activity by 
products and sales territories. (To next page) 
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Marsh Steel Corp. employee preparing panels for photographing. 
New accounts receivable card is inserted in panel on standing racks 
holding thousands of such records. 


“As a final run from the master before removing 
it from the machine, two I. V. I. die-cut cards are 
run, to pick up the customer’s name, the invoice date, 
and edge of the card, in the order named. These two 
I. V. I. cards also show all the other information on 
the invoice heading, such as the terms of sale, the 
routing of shipment, the f.o.b terms, and whether 
the shipment went prepaid, collect, etc. 

“The two cards with the information mentioned 
reproduced on them are forwarded to the accounts 
receivable section. There they are separated by the 
accounts receivable clerks in two groups. One group 
is designated as the alphabetic copy, and the other is 
designated as the numerical copy of accounts receiv- 
able. The groups are totaled for the day and bal- 
anced back to the total billings for the day as com- 


WIRE PRODUCTS CO 
FIRST & MAIN ST 
KANSAS CITY MO 


One of accounts receivable 
eards ready for insertion in 
panel. Black collars in lower 
portion are slots by which 
ecard is held on panel. 
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piled by the bookkeeping section. 

“The numerical copies of the cards for the billings 
for each day are posted by inserting them in numeric 
sequence by invoice numbers on the special panels 
adapted. to receiving these cards. In filing the cards 
on the numerical panels there is a break made be- 
tween months, and each group for its respective 
month bears the title of the month for which the 
separation has been made. With the filing of new bil- 
lings in this manner and the removal of items paid, as 
will be explained later, the resulting file of cards rep- 
resents an age listing of our accounts receivable by 
months in chronological order and by invoice num- 
bers in consecutive order number, from our oldest 
open item to our most current open item. 

“Control tapes are maintained on each panel, and 
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as new items are added to the numerical file, or as 
items are removed with the receipt of payments, 
these control tapes are changed and the sum total 
of the control tapes is our total outstanding accounts 
receivable at any given time. 

“The control total on the numerical panels must 
equal the control totals on the alphabetical panels, 
and these in turn must balance to the general ledger 
control. 

“At the end of each month the panels of the I. V. 1. 
cards representing open items in numerical sequence 
are photographed with our Dexigraph machine after 
the panels have been balanced to the control. These 
photographs result in an age list of our accounts re- 
ceivable. Inasmuch as this control is maintained 
daily it is, of course, possible to have an age list of ac- 
counts receivable almost upon a moment’s notice”. 

THE PHOTOCOPYING PROCEDURE 

The handling of the alphabetic set of cards and 
panels, and the photographic activity which follows 
in that phase of Marsh operations is described by 
Mr. Higdon this way: 

“The second set of I. V. I. cards is first sorted in 
alphabetical order and then posted to another group 


of panels in alphabetical order and by invoice num- 
ber and date under the respective customer’s name. 
Two blank cards are inserted on the panels between 
different customers’ names, in order to make the 
required break for easy identification. 

“As new bills are posted to a panel, the control 
tapes for that panel are changed to include the new 
billing and the sum total of the control tapes of the 
panels are balanced back to the numerical control 
panels and to the general ledger control of accounts 
receivable. With the posting of the current billings 
daily to a customer’s account and the removal of the 
paid items daily, the alphabetical panel always repre- 
sents the current standing of the customer's account, 
with the open items only. 

“The alphabetical panels are photographed on the 
15th and the last day of each month, which are the 
dates on which we send out statements on our ac- 
counts receivables. The resulting photographs rep- 
resent exact reproduction of the items on which 
statements have been forwarded to customers, and 
these Dexigraph prints can be referred to, should 
communication develop between ourselves and a 
customer on any of the items covered in his state- 


Record Dexigraph photocopy (reduced) made from a typical 


Marsh Steel Corp. visible index panel. Photocopy shows items 
on which periodic statements have been sent to customers. 
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ment for that period. This is a useful feature. 

“This photocopying procedure is necessary, due 
to the fact that there may be some changes in the 
records of the panels subsequent to forwarding the 
statements, because of new billings or of payments 
received. 

“These photographs are also used by our credit 
section in posting a credit card which we maintain 
for each of our customers. 

PHOTO RECORDS OF PAYMENTS 

“As checks are received from our customers in 
payment of their accounts, these checks are set up 
alphabetically daily and the corresponding I. V. I. 
card for the invoice being paid is removed from the 
alphabetic accounts receivable control panel and 
placed, in the order of their removal, on a special 
set of panels. 

“As each card is removed from the alphabetical 
accounts receivable panel it is stamped paid. If any 
discount is taken by the customer in payment of 
his account, this ‘discount is shown in a designated 
position on the I. V. I. card for each item being 
paid. This filing of the paid cards on the special 
panels results in a listing (again in alphabetical order 
by consecutive invoice number and chronological 
date) of all of the items paid on a given date. Photo- 
graphs are taken on the Dexigraph of the panels of 
cards representing items paid each day. These photo- 
graphs represent the supporting detail for posting to 
our cash receipts journal of the credit to accounts 
receivable, the debit to discounts allowed and debit 
to our bank account. 

“A regular deposit slip is typed up of the checks 
deposited that day, in alphabetical order by cus- 
tomer. The deposit slip shows the bank transit num- 
ber of the customer’s check and the amount of the 
check. It is thus very simple to associate the net 
amount of the check deposited with the group of 
items being paid by the particular check, as repre- 
sented by the photograph of the items paid that day 
on the special card panels. 

“After the photographs have been taken of the 
items paid each day, the I. V. I. cards are removed 
from the special panels and placed in filing drawers 
in alphabetical order by customer’s name and by 
consecutive order number of invoice numbers and 
chronological order by date. 

MICROFILM IS USED TOO 

“These cards are accumulated in the file for one 
year; then are photographed on microfilm with the 
Remington Rand Film-a-record system. The yearly 
film records of the paid accounts receivable cards 
represent a ready reference file of our customer his- 
tory of total purchases. These files are referred to, 
both by the sales department and by the credit and 
collection sections. 

“By way of comment on the foregoing outline of 
our procedures, I would like to say that I believe it 
can readily be recognized that the alphabetical ac- 
counts receivable panels represent a very important 
tool to the credit and collection department as a 
ready reference to maintain any customer’s account 
within the credit limits established for him. The 
total open items are instantly available, as well as 


60 ; OFFICE MANAGEMENT AND EQUIPMENT 


the current status of the account with reference to 
old unpaid items.” 

From the standpoint of the staff the new procedure 
has involved little or no difficulty, and except for 
simple darkroom developing of the panel prints, 
there have been no practices or routines requiring 
special skills or training. The camera is a point-of- 
use piece of equipment and can be moved and op- 
erated without special hook-ups or attachments, any- 
where in the company’s offices. Light-tight transfer 
boxes make removal of the exposed paper easy, and 
the developing process is speedy and inexpensive. 

Although Marsh executives feel the primary value 
of the new procedure is in the ease of handling and 
the constancy with which the accounts receivable 
picture is always available, there are definite financial 
as well as time savings to be noted. Just what these 
will amount to will not be known until such time 
as detailed cost studies have been instituted. But 
whatever may be the exact factor there, the fact that , 
there is already so clear an advantage in the known 
factors to date has satisfied Marsh management the 
camera belongs in its accounting department and is 
there to stay. 


Electronic Device Promotes Better Health in Offices 
A new bacteria and virus-killing, air-purifying elec- 
tronic appliance has recently been announced by the Sim- 
son Mfg. Co., Hamden, Conn. The device, called Health- 
atron, reduces the spread of communicable respiratory 
affections in offices and other large working areas. 

According to the maker, air leaving Healthatron is 99% 
pure, and according to testing laboratories, up to 85% of 
air-borne bacteria in the average large room is destroyed 
within thirty minutes by the appliance’s safety enclosed 
ultra-violet chamber. It requires no chemicals or deodor- 
ants, and plugs into regular current. 

Hayfever, pollen asthma and dust allergy sufferers too, 
benefit from this product. The device also diffuses and 
neutralizes smoke and odors. 

Contained in a small, portable cabinet, which is avail- 
able in three neutral hammertone colors, Healthatron re- 
sembles a floor model radio, takes up about as much space. 


Dictaphone Sponsors Television Show 
The popular television program, Manhattan Spotlight, 

seen Monday evenings at 7:30 p.m. over station WABD, 
channel 5, is now sponsored at that time by the Dictaphone 
Corp., 420 Lexington Ave., New York. 

Conducted by Charles Tranum, the program will present 
topflight entertainment and stories about interesting people 
and fascinating things. 


Finsterwald Opens New Offices 

New offices and model display rooms totaling 5,000 
square feet in area have been opened at Brush and 
Lafayette, Detroit, by C. A. Finsterwald Co., which has 
devoted itself exclusively to contract sales of floor cover- 
ing, furniture, textiles, and appliances to offices, building 
managements, hotels, and apartment houses. 

“This most recent expansion of our facilities,” says 
Maier B. Finsterwald, president, “is the direct result of 
increasing demand for our services by contract customers 
both old and new.” 

The company handles many famous brands, including 
Samson tables and chairs; Alexander Smith, Mohawk, and 
Karagheusian rugs and carpeting; Simmons and Heywood- 
Wakefield furniture, and Philco appliances. R. A. Werbe 
is manager. 

Mr. Finsterwald and Mrs. Rae F. Steele, secretary- 
treasurer, have been active in Detroit retail and wholesale 
furniture and floor covering sales for thirty-five years. 
However, the company now has discontinued all retail 
selling to concentrate on the contract market. { 
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The 
I< 7YCOON 


Trade Mark 
The TYCOON... .New microgroove 
disc gives % hr. dictation on disc 
% smaller! Quick Review push- 
button microphone saves errors, 
time, trouble. Disc-on-Disc Dicta- 
tion, DISCopying, Disc Erasing! 
Lightest! All metal. Only 15 Ibs. 


The Lady TYCOON... New “Tele- 
vision Indexing” banishes slips 
and strips forever—makes tran- 
scribing simple as looking into 
your compact. Saves retyping, 
time, trouble. Effortless, easy 
operation. No hair-rumpling 
headband needed. 


THANKS, BUSINESS! Your rousing welcome for TYCOON and 
Lady TYCOON is music to our ears. You praised their beauty and efficiency... 
their bell-like clarity . . .complimented their compactness, portability, 
economy...their effortless operation and versatility. No other system, you 


" -SOUNDSCRIBER CORP, 


New Haven 4, Conn. ~ 


said, does so much so well or so completely answers all your dictating needs. 
One further word to busy men and their secretaries: learn all TYCOON 
can do for you. Mail the coupon, or call your SoundScriber man today. 


JSOUND/CRIBER 


_ NAME 


230 Sales and Service 
FIRST ALL ELECTRONIC DICTATING SYSTEM «+ FIRST DISC DICTATING EQUIPMENT Centers Coast to Coast 
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INCREASE PRODUCTION - 
SLASH TYPING COSTS! 


"fot: INSURANCE COMPANIES 


Here’s exciting news on how you can increase your typing production! 
Yes, anywhere from 10% to 50% is possible with the new Remington 
Electri-conomy —the new electric typewriter that turns out more work, 
better work in less time and with less effort. The Electri-conomy is scientifi- 
cally designed to meet all your typing requirements with greater ease, greater 
speed and greater accuracy. Mail the coupon below for detailed information 


on how you can start saving today ... the Remington Electri-conomy way! 
Copyright 1950 by Remington Rand Inc. 


Make the £lecfri-conamy test in your office today / 


Remington Rand, Dept. TE-36,315 Fourth Ave., N. Y. 10 


OC Please send me a FREE copy of “Electric Typing vs. 
Manual Typing.” 

O Please have your representative call to perform the 
free Electri-conomy Test in my office — without obliga- 
tion, of course. 
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Tools of 
the Office 


A continuing series 


This month: typewriters, copy hold- 
ers, time recorders, wardrobes 
and lockers. 


OFFICE TYPEWRITERS 


R. C. Allen Business Machines, Inc., Grand Rapids, Mich. 


R. C. Allen Standard Typewriter 


@ New line space lever for faster, more effortless typing. 
New, instantly removable cowl for easy cleaning. New 
heightened segment ring to assure perfect type alignment. 
New visual margin control with R. C. Allen Wonder 
Window. New triple action, self-centering paper bail which 
(a) holds paper firmly in place, (b) moves forward to per- 
mit easier corrections and paper adjustments, and (c) moves 
upward and out of the way. Other features. Price, $145. 


American Automatic Typewriter Co., 614 North Carpenter 
St., Chicago 


Model 5060 Push-Button Dual Auto-typist 


@ Dimensions: Width, 60”; depth, 30”; height, 36”. Finished 
in grey. New streamlined desk gives the operator the con- 
venience and working space of an office desk. 

Automatically operates any typewriter, electric or manual, 
by means of perforated paper rolls. Uses pneumatic and 
electric priciples of operation. Vacuum pump driven by 
%-hp motor provides pneumatic power to operate indi- 
vidual key and control bellows. Push-button electric switch- 
ing circuit similar to that used in automatic phonographs 
controls the roll transmissions. 

Two large-size record rolls carry perforations for 100 
or more different paragraphs. There are 100 push-buttons 
corresponding to paragraph selections. By pushing but- 
tons in sequence desired for formation. of letter from the 
100 form paragraphs, operator can pre-set contents of entire 
letter. Machine then automatically selects and types each 
paragraph through to end of letter. Paragraphs can be 
typed in any sequence, forward or backward, and from 
either roll, or from both. 

Automatic addressing feature has been built into this 
model in addition to dual paragraph selection; claim is “will 
turn the Model 5060 into a fully automatic letter-writing 
machine, producing complete letters continuously, including 
date, name, address, and salutation, without the touch of a 
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The DSJ Vari-Typer 


human hand.” Another dial setting will enable operator to 
automatically address envelopes, typing each envelope to 
match exactly the heading of the letter. 


Commercial Controls Corp., 1 Leighton Ave., 
Rochester, N. Y. 


Flexowriter Automatic Typewriter 


@ Dimensions: Consists of two units—Automatic Perfora- 
tor and Automatic Letter Writer—each machine being the 
size of a standard electric typewriter. All metal. Black 
wrinkle finish. Standard typewriter keyboard, with special 
attachment. All electric, completely automatic. 

Operator types letter on keyboard of a standard electric 
typewriter which is part of the perforating unit. Small holes 
are punched in narrow tape, making typewritten record. By 
pressing stop key, personalized data and fill-ins may be 
inserted. Tape is then transferred to letter-writing unit for 
automatic typing. 

One roll of tape, 250 feet long by %” wide, will record 
approximately 25 average business letters, or an address 
list of 500 names at about one cent apiece. All typing, 
manual or tape, is done on the same electric typewriter, 
so fill-ins match the body of the letter. One girl can at- 
tend as many as five machines. 

Automatic typewriting mechanism can be disconnected 
so that typewriter may be used for ordinary work. Correc- 
tions are easily made. 

Used primarily for quantity production of individually 
typed letters. Also produces stencils. Lease basis—$35 per 
month for Automatic Perforator, $40 per month for Auto- 
matic Typewriter. 


Ralph C. Coxhead Corp., 720 Frelinghuysen Ave., 
Newark, N. J. 


DSJ Vari-Typer 


@ Latest model. Outstanding feature of this new Office 
Composing Machine is its differential spacing mechanism. 
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OFFICE TYPEWRITERS 
Tools of the Office 


Permits the various characters of the alphabet to be im- 
printed on to paper via the ordinary typing technique, in 
their originally designed widths. Example: wide “W” and 
narrow “I” each use individually proportionate spacing, 
imparting a finished “printed” look to finished copy. Change- 
able type faces in all the popular styles and sizes add 
variety to finished effect. Familiar typewriter keyboard per- 
mits quick mastery of operation. Almost all of the impor- 
tant elements of typography are automatic, making the DSJ 
‘an office machine, both in appearance and operation. The 
DSJ method transfers type impressions directly to paper 
from the original type font. Instantly ready reproduction 
proofs are thus made available for final layout and camera. 
No manipulation of lead type or make-ready for lock-up. 
All “leading” and margin justifying is a mechanical function 
of the DSJ. Models with standard unit spacings are avail- 
able for use with the mimeograph, hectograph and multi- 
lith. Prices range from $350 to $1,950. 


International Business Machines Corp., 590 Madison Ave., 
New York 


IBM Electric Typewriter 


@ Dimensions: 144%” wide, 17” front to back, and 9” high. 
Grey crackle finish (green, blue, tan, and mahogany colors 
available optionally). Four type faces available. Available 
in five carriage widths. All-electric, including carriage re- 
turn, tabulator, back spacer, and shift. Produces many 
carbons with uniform legibility; only light touch necessary 
to actuate keys; multiple copy control for varying num- 
bers of carbon copies; three-track ribbon for economical 
ribbon usage. 

Delivery: variable from immediate to three months, de- 
pending on carriage width, keyboard, type face, and color 
desired. 


Executive Typewriter 
Same dimensions, finish, operating method, etc. Propor- 


tional spacing on this machine allows varying space for 
letters, according to the natural design of type faces. 


Paiilard Products, 265 Madison Ave., New York 


Hermes Ambassador—Electric 


€ This organization is American distributor of the Swiss 
made line of Hermes typewriters, both portables and standard 


Left to right: IBM Electric typewriter, Underwood De Luxe 
Electric, Royal Carbon Ribbon, and the L. C. Smith & Cor- 
ona Silent Secretarial 


size machines. Size 16%” x 174%” x 10%”. 
with motor. 
different spacings) and carriage return. 
four different lengths of carriage and platen. 
different styles of type and keyboard. Universal motor which 


Weight 36 Ibs. 
Features electric automatic line spacing (five 
Interchangeability of 
Selection of 


can be adapted to all electric currents. In case of breakdown 
in current the machine can be operated manually as on other 
non-electric models. Many other new features are claimed 
for this new machine. 


Remington Rand, Inc., 315 Fourth Ave., New York 


Electric DeLuxe Typewriter 


@ Scientifically designed keyboard; all-purpose machine; 
fits any standard typewriter desk. Other principle features 
are: patented power-driven action; exclusive Finger-Tip 
Control Zone with manifold control dial that assures uni- 
form type impressions; scientifically designed finger-fitted 
keys; streamlined case in attractive two-toned gray finish. 
available are many styles of type, including the new 
Remington Rand Type. Priced from $297.50 to $337.50 
(plus Federal excise tax), depending on the model and 
type face selected. 


Robotyper Corp., 18040 Ryan Rd., Detroit, Mich. 


Standard Robotyper 


@ Measures 1914” wide by 25” deep by 13” high. Basically 
aluminum and plastic construction. Grey or black crackle 
finish. Vacumatic operation. Developed for operating elec- 
tric typewriters exclusively, assuring maximum operating 
speed (135 w.p.m.). Easy removal of typewriter from Robo- 
typer mechanism. Selection of letters at typists’ fingertips. 
Eastern price $786, delivered and installed, excise tax ex- 
empt. Delivery: prompt. 


Carison Selector Robotyper 


Width 1914” by 35” deep by 13” high. Same construction 
as above except with double roll capacity and selector unit, 
permitting the selection of any combination of 60 paragraphs 
by means of a punched card 134” by 7%”. No buttons, 
dials or valves are required in making the selections. East- 
ern price $1,450, delivered and installed; excise tax exempt. 
Delivery: 60 to 90 days. Also have Robo-tandem-typer, 
multiple unit hook-up. 


Royal Typewriter Co., Inc., 2 Park Ave., New York 


Gray Magic Royal Carbon Ribbon Typewriter 


@ Dimensions: 20” x 14” x 914”. Finished in soft gray. 


For preparation of original copy for duplication. “Designed 
to provide high standards of excellence in work on direct 
image paper or metal plates, for use in photo offset duplica- 


(To page 66) 
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TOOLS OF THE OFFICE 
SERIES FOR 1950 


JANUARY 


Office safes, check devices, and execu- 
tive chairs. 


FEBRUARY 


Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 


MARCH 
Purchasing Guide Issue—no _ install- 
ment this month. 

APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 
MAY 


Floor covering, mailroom equipment 
and machines, and shelving. 


JUNE 


Duplicating machines, photocopying 
equipment, and whiteprinters. 


JULY 


Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment, and pencil sharpeners. 


AUGUST 
Staplers, numbering machines, and sec- 
retarial posture chairs. 


SEPTEMBER 


Adding and calculating machines, 
microfilm equipment, and dictating ma- 
chines. 


OCTOBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


NOVEMBER 


File cabinets and transfer files. 


DECEMBER 


Executive desks and supply closets. 


@ THE “Tools of the Office” feature is 
rounding out its third year of service to 
OrriceE MANAGEMENT readers. In line with 
the gratifying response to this series, the 
Editor has in his files a limited quantity 
of “over-run” forms of various “Tools” 
articles during the past year which he 
will suppiy to readers upon request as 
long as they last. 
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This remarkable new Auto-typist is a 
fully automatic letter-writing mechine. 
Any standard typewriter may be used, 
and the typing mechanism is operated 
pneumatically, by means of a perforated 
record roll similar to that used on a 
player piano. It produces complete let- 
ters continuously, including date, inside 
address, and salutation merely by press- 
ing one button. Another dial setting per- 
mits automatic addressing of envelopes. 

The new Dual Selector Auto-typist 
may also be used for producing an in- 
finite variety of different letters. It car- 
ries two large-size record rolls with a 


World’s Oldest 
and Largest Builders of 
‘ PNEUMATIC TYPING EQUIPMENT 


Present 


The New 


DUAL SELECTOR AUTO-TYPIST 


MODEL 5060 


capacity of 500 lines of typewritten 
copy. These may be divided into as many 
as 100 different paragraphs. The operator 
selects the appropriate paragraphs by 
means of The Push-Button Selector and 
the Auto-typist types the letter auto- 
matically at speeds up to 150 words a 
minute and without possibility of error. 
The finished Auto-typist letter has the 
exact appearance of a personally dic- 
tated and individually typed letter. 


The Ingto-trypist 


COMPLETELY PERSONALIZED LETTERS THE LOW COST, AUTOMATIC WAY 


MAIL FOR FREE LITERATURE 
AMERICAN AUTOMATIC TYPEWRITER COMPANY 


614 North Carpenter Street » Dept. |42 , Chicago 22, Illinois 
Without cost or obligation, please send me complete information about the new Dual Selector 


Auto-typist. 
NAME 


COMPANY, 


ADDRESS. 


CITY. 


ZONE 


STATE 
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OFFICE TYPEWRITERS 
Tools of the Olfice 


(From page 64) 


tion, and for typing all master copies, this new model type- 
writer produces copies which appear personal and individ- 
ually typed,’ Royal announces. 

Serves equally well for regular correspondence, being 
viewed by Royal as a complete correspondence typewriter. 
Distinctive individual executive letters are made when the 
operator types through the carbon ribbon. For regular cor- 
respondence, the new typewriter is equipped with fabric 
ribbon and feed. Equipped with Finger-Flow keys, Magic 
margin, touch control, automatic paper lock and other con- 
veniences. Delivered in all carriage widths and in a wide 
variety of type styles. 


L. C. Smith & Corona Typewriters, Inc., 701 E. Washington 
St., Syracuse, N. Y. 


Silent Secretarial Office Typewriter 


@ Carriage widths: 11”, 12”, 14”, 18”, 20”, 26”. Two-tone grey 
metallic finish. Aluminum base, steel superstructure. Tabu- 
lators: One-key keyset or handset; five-key keyset or hand- 
set, decimal; ten-key keyset decimal. Color-speed keyboard, 
automatic margin set, 3-position paper bail, half spacing, 
non-colliding type bars, positive line registration, inter- 
changeable platens. 


Underwood Corp., 1 Park Ave., New York 


DeLuxe Electric Typewriter 


@ Non-gldte gray finish, trimmed in satin-finished stain- 
less steel. Console keyboard, with keytops form-fitting to 
fingers. All electric operation of keyboard, shift keys, back 


spacer, tabulation, and margin release key. Electrically con- 
trolled keyboard operation gives uniform impressions. Elec- 
tric carriage return bars located at left and right side of 
keyboard line spaces the paper simultaneously. Keyboard 
permits operator to transfer from standard typewriter to 
Underwood All Electric without changing technique. Three- 
sixteenth inch key lever dip permits operator to place fin- 
gers on keys without causing type bars to flash unexpect- 
edly to printing point. Impression control dial on front 
panel. Removable platen. Snap-on top and back covers give 
accessibility for cleaning type face, changing ribbons, and 
to the inside of machine when mechanical service is re- 
quired. AIC or DC constant speed motor. Tabulator stops 
set and cleared from normal keyboard position. Tabulator 
bar permits tabulating with either right or left hand. Auto- 
matic line finder permits writing between lines and restoring 
automatically and precisely to original lines of writing. 
Wide variety of type styles available. Heading centering 
and paper centering scales permit accurately and quickly 
centering titles and headings. Margin stops set electrically 
from keyboard on Underwood De Luxe Electric only. 
Prices—Model 12, $335; Model 16, $360. 


Above: Standard Robotyper. Below: top row, Flexowrit- 

ers in action, and the Model 5060 Autotypist. Bottom row, 

from left, Hermes Ambassador, R. C. Allen Standard, and 
Remington Rand’s Electric De Luxe 
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TIME RECORDERS 
Tools of the Ofiice 


Aceometer Corp., Box 860, Buffalo, N. Y. 


Time Clock 


@ Designed for cost figuring in time and motion studies 
whereby costs can be figured directly from time cards. 
System consists of three parts: the clock which punches 
rectangular holes for starting and stopping time on a spe- 
cially prepared card; the card itself which is so arranged 
as to keep a complete, accurate record of each job worked 
on in tenths of an hour; and the precalculated, C.P.A.- 
approved rate chart from which totals of elapsed time 
and amount earned are read directly when covered with 
the clock-punched card. Planned for production early this 
year—rental basis. 


Cincinnati Time Recorder Co., Cincinnati, Ohio 


800E Payroll (attendance) Recorder 


@ Height 11%”, width 14%”, depth 12”. Fully automatic. 
Sturdy, metal case of heavy gauge sheet steel with attrac- 
tive, two-toned black wrinkle finish, and extra large clock 
dial for visibility. Electric motor drive, or for master clock 
operation. Prints UP (allowing direct subtraction), or 
DOWN and on FRONT of card to speed waiting line. One 
or two color registrations, fully automatic, or semi-auto- 
matic models, and bell-ringing attachment for sounding 
starting or stopping of work periods, available. Adjustable 
to individual schedule requirements. Priced from $255. 
Other models printing DOWN or ACROSS the card avail- 
able from $120. Model 800M (manual, with registering 
lever) also available. 


Is your office equipped with up-to-date warm weather work 
insurance? April “Tools of the Office” can help you. 
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Top row: IBM’s 8400, Cin- 
cinnati Time Recorder’s 
800E, Stromberg Time’s 
Model 15, and Lathem’s 3800 
Series. Bottom row: A, D. 
Joslin’s Eclipse, Aceometer’s 
time clock, and the new Vis- 
ual Printing Counter of 
Simplex. 


International Business Machines Corp., 590 Madison Ave., 
New York 


Type 8400 Consecutive Spacing Time Recorder 


@ Dimensions: 10” high, 7-1/16” wide, 5-11/16” deep (ship- 
ping weight approximately 20 Ibs.). Materials: plastic card 
receiver, zinc alloy die-cast frame and typewheels, steel 
shafts with brass bushings, electrical iron with copper wind- 
ing solenoid, case finished in smooth grey with deep blue 
card receiver. Automatic consecutive spacing of each time 
registration. No possibility of overprinting registration. 
Each registration is aligned by means of punched hole. 
Electrical solenoid transmits mechanical power to printing 
platen to assure even density of printing. Automatic ribbon 
feed and reverse. Automatic time signal control. Symbol 
wheel combinations printed on cards identify recorder loca- 
tions. Cards of any length may be used in this machine. 
Adaptability for horizontal or vertical mounting. Dial read 
time indication. Flexibility for use as attendance time for 
job time recorder, or both. Available for operation individ- 
ually from AC or as unit in an electric time system. 
Synchronous motor (for AC operation) or impulse magnet 
(for time system operation) performs timekeeping functions 
of this recorder. As time card is inserted in the card re- 
ceiver, card is positioned automatically and electrical sole- 
noid actuates printing platen to record time and punch a 
hole. Hole ascertains the position of the next registration 
which will be in sequence to the previous registration. Other 
models. 


A. D. Joslin Mfg. Co., Manistee, Mich. 


Eclipse Time Stamps 


@ Furnished either in the Model S (stem set), or the Model 
K (key set). Keys are furnished with Model K, and time 
can only be changed by means of the keys. Dimensions: 
5” high by 3/4” wide by 3%,” deep. All metal machine, it 
contains a precision jeweled balance clock movement. Ex- 
terior is chrome plated, furnished complete with ink pad 
in the base. Impression is made from rubber printing dial, 
and the time indicators revolve automatically with the clock. 
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TIME RECORDERS 
Tools of the Office 


Dates are set manually each day by turning the date wheel. 
Price—$30, which includes Federal excise tax. 


Lathem Time Recorder Co., 76 Third St. N.W., Atlanta, Ga. 


Lathem 3800 Series 


@ Stands 11” high, 7” wide and 6” deep. Materials used 
consist of steel framing parkerized to prevent rust; type 
wheels are made of ampcoloy bronze, which are hand en- 
graved. Chrysler Oilite bearings used to reduce friction. 
Case is made of aluminum. Finish is a baked-on grey crin- 
kle with the trade-mark and card indicator colored red. 
Electrically driven by a Cramer motor. Registration is elec- 
trically operated, when card is inserted in the clock. Date, 
hour, and minute type wheels are automatically changed 
from day to day. “Used extensively for many purposes be- 
sides keeping payroll time,” Lathem reports. “Due to its 
manner of registration, it is an ideal machine for keeping 
cost and job records.” Besides recording standard hours 
and minutes, can be furnished to print in continental hours, 
decimal tenths or decimal hundredths. 


Simplex Time Recorder, Gardner, Mass. 


Visual Printing Counter 


@ Designed to furnish accurate and current daily produc- 
tion records indicating elapsed time of operation compared 
with efficiency of machine. Measures both productive and 
non-productive time, thereby eliminating loose rates or 
errors which occur in weight variations. This is a combi- 
nation remote control time stamp and automatic printing 
counter. One turn of the manual reset crank prints the 
exact unit count and clears counter back to zero. Operates 
as a magnetic counter permitting the location of this unit 
at the machine or any other convenient location. Each 
production machine can be identified by symbol or loca- 
tion number and registrations can be clearly made through 
at least five copies of job or cost slips. Automatic visual 
and printing counter of six digits can be used for counting 


pieces or lengths of any materials to be measured in feet, 
yards, etc. Also measures and prints simultaneously the 
time and date of each count or operation. Now in pro- 
duction. 


Stromberg Time Corp., 109 Lafayette St., New York. 


Time Recorder Model 15 


@ Measures 9” wide, 11%” high and 5-3/16”" deep. Made of 
steel, bronze, aluminum and other substances. Grey wrinkle 
finish. Varying work schedules are easily handled by simple 
shift mechanism, while standard time cards for daily, weekly, 
bi-weekly or semi-monthly pay periods can be accommo- 
dated. Electrical timing and positive synchronization of all 
parts of mechanism assure accurate time records. Unique 
ribbon operation assures uniform clear full-sized imprints. 
Priced at $145 plus excise tax, f.o.b. Thomaston, Conn. 
Have a complete line of time recording devices. 


LOCKERS and WARDROBES 
Tools of the Office 


Appliance Products Co., Madison, Wis. 


Serv-Mor Wardrobe Rack 


@ Available in 4-foot and 6-foot lengths, with capacities of 
48 and 72 hangers. Can be equipped with two kinds of 
hangers—those with standard open hooks for quick removal 
from the hanger bar, or those with closed hooks for perma- 
nent hanger-bar attachment. Closed-hook hanger cannot 
come loose and spill garments on floor. When two or 
more Serv-Mor rack sections are supplied at one time, units 
with straight center legs are furnished. These straight 
legs can be butted together and bolted, so that they make 
full use of floor space otherwise lost by sweeping front legs. 
Low shelf for overshoes; two high shelves for double the 
usual number of hats. Sheet metal umbrella holder optional. 


Ail-Steel Equipment, Inc., Aurora, Ill. 
Wardrobe Cabinets, No. 3489 and Others 


@ Outside dimensions, 36” wide, 18” deep, and 78” high. 
Two-door model. Hat shelf and coat rod. One of nine 


Lockers and wardrobes by, left to right: Interior Steel Equipment Co., Gardner Mfg. Co., Berger Mfg. Div. of Republic 
Steel Corp. and Standard Steel Equipment Co. 
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Top row from left: Vogel 
Peterson’s Model 3-U; ward- 
robes by Cardinal Sales, Gen- 
eral Fireproofing, and AIll- 
Steel Equipment Co. Bottom 
row, from left: Models by 
Cole Steel Equipment Co., 
Supreme Steel Products Co., 
and Appliance Products Co. 


LOCKERS and WARDROBES 
Tools of the Olftice 


models. Strong construction, reinforced at angles, channels 
and base. Doors swing on hinges of the concealed pin type, 
offering smooth surfaces for cleaning and preventing door 
sag. Hardware is die cast, chrome plated. Locks are 
grooved key, disc tumbler type; standard finishes are grey, 
olive green, or grained finishes. Other finishes available. 


Berger Div., Republic Steel Corp., Canton, Ohio 


Type SS Locker 


@ Widths: 9”, 12”, 15”, 18", 24”. Furnished with double 
doors. Depths: 12”, 15”, 18”, 21”. Heights: 60”, 72”. With 
6” legs—66”, 78”. Has positive pre-locking mechanism, 
rubber silencers, continuous door strike, reinforced doors, 
sturdy hinges, rigid frame and durable finishes of neutral 
green, brown or grey. Locker has roomy hat shelf. Locker 
door, 16 gauge, formed to prevent permanent distortion. 
When forced shut against an object it is not permanently 
deflected but springs back into true alignment. Ample 
height for street clothes. Also line of wardrobes. 


February, 1950 
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Cardinal Sales, Inc.,. 5631 W. Madison St., Chicago 
No. 5003 Clothing Closet 


@ Sizes 36” x 18” x 78” and 36” x 24” x 78”. Made of steel, 
and available in grey or green finishes. 


Cole Steel Equipment Co., 185 Madison Ave., New York 
Safe-Type Wardrobe Cabinets 


@ Doors are equipped with a two-way locking device con- 
trolled by a paracentric lock. Olive green or Cole grey 
crinkle finish. 


Steel Wardrobe No. 760R 


Measures 76” high, 36” wide, 181%” deep. This unit has 
a wardrobe interior. Equipped with a hat shelf and a 
chrome coat rod. Olive green or Cole grey finish. 


Combination Wardrobe—Storage Cabinet No. 760C 


Measures 76” high, 36” wide, 18%” deep. Equipped with 
wardrobe and storage cabinet interior. Has three adjustable 
shelves, a hat shelf and coat rod. Olive green or Cole 
grey finish. 

(To next page) 
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LOCKERS and WARDROBES 
Tools of the Office 


Gardner Mfg. Co., Horicon, Wis. 


No. G-55 Wardrobe Cabinet 


@ Measures 36” wide by 21” deep by 78” high. Designed 
to offer load capacity and room beyond the average; made 
amply large to accommodate heavy apparel. Equipped with 
plated heavy automotive type handle with built-in cylinder 
lock and two keys. Triple protection Gardner lock meshes 
the door at the top, bottom and center. Wrinkle or smooth 
green finish, baked on. Other colors, extra charge. Price, 
each set up, $45.95. Shipped KD, $38.95 each. F.O.B. 
Horicon. 


General Fireproofing Co., Youngstown, Ohio 


No. 319-WR Single Door Wardrobe 


@ Measures 24” wide, 78” high, 1914” deep. Has hat shelf 
and coat rod adjustable in position. Coat rod is attached 
to hat shelf by means of removable brackets. Finished in 
grey, olive green, mahogany, or walnut. Lock handle, white 
metal. 


Interior Steel Equipment Co., 2352 E. 69th St., Cleveland, O. 
Lockers 


@ Single and double tier; box, wardrobe, etc. Constructed 
per government specifications: AA-L-486. Standard finishes 
are olive green, brown and grey. For individual storage. 


Wardrobe and Combination Cabinets— 


@ Measure 36” x 18” x 78”, and 36” x 24” x 78”. Standard 
finishes are olive green, brown and grey. 


Parker Steei Products, Inc., Brooklyn, N. Y. 


Wardrobes, No. 72 CS, and Others 


@ Parker offers a line of wardrobes and combinations of 
wardrobes and storage cabinets. Above model is combina- 
tion type—outside height 72”, width 40”, depth 18”. Comes 
with hat shelf, coat rod, and four storage shelves. Features 
include electrically welded construction; three-way locking 
device; heavy-gauge metal; baked on enamel finish; full 
flush base. 


Standard Steel Equipment Co., 117-20 14th Rd., 
College Point, L. I., N. Y. 


Wardrobe (Style EWA], Lockers (Style LL) 


@ Wardrobe measures 18” deep, 36” wide, 72” high with 
hat shelf and coat rod. Yale lock. Lockers equipped with 
hat shelf, hooks, coat rod, Yale locks, master keyed. 


Supreme Steel Products, Inc., 52-55 74th St. 
Maspeth, L. I., N. Y. 


Lockers 


@ Made in various sizes to fit particular space available 
and personnel to be accommodated. Can be made on a 
unit principle and can be arranged in groups of one or more. 
Door frames are heavy angle electrically welded to insure 
perfect alignment of doors. Doors swing on heavy hinges 
and are locked by new type prelocking mechanism. Locks 
of various kinds available. Heavy furniture steel is used 
for doors and bodies, baked enamel finishes. Lockers are 
shipped knocked down or set up as may be desired. 


Vogel-Peterson Co, 624 So. Michigan Ave., Chicago 
Office Valet, Model No. 3-U. 


@ Six feet 4%” high by 16” deep by 4 feet 3” long—or 
longer by the foot. Upright frames 18-ga. square welded 
steel tubing, 16-ga., base and shelf arms. Shelves 16 and 
24 gauge. Umbrella units with removable drip trays. Gar- 
ment hangers spaced 4” on center—or three per foot. Dust- 
free shelves, perforated and embossed. Grey, green and 
brown metallic baked-on finish. 


COPY HOLDERS 
Tools of the Office 


Copy Right Mfg. Corp., 53 Park Place, New York 


Copy Right Copyholder 


@ The 12” model designed to accommodate books and 
sheets up to 12” wide, over-all size 1914” high by 15” wide. 
Other models, same height, but designed to take sheets up 
to 16” wide, 20”, 25”, 30” and 36”. All steel with rubber feet, 
black Velvetone finish, folds flat when not in use. Stands 
behind-the-typewriter for front-vision, line-by-line reading. 
Self-supporting, not permanently attached either to type- 
writer or platform; has patented individual spring-tension 
paper grips; raising and lowering clutch mechanism operates 
on two sets of ball-bearings; longer lever alongside type- 


Copy holders, from the left, by: Rite-Line Corp., Bankers Box Co., Remington Rand, Replogle Globes, and Hall-Welter Co. 
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COPY HOLDERS 
Tools of the Olfice 


writer keyboard raises copy one, two or three lines at a 
time as required; shorter lever lowers copy; front plate, 
which holds copy, raises and lowers past fixed line indicator; 
reading area always in same place. 12” model $27.50 plus 
excise tax; other models slightly more. 


Bankers Box Co., 720 So. Dearborn St., Chicago 


No. 76 Liberty Copyholder 


@ Size: 7” wide by 9%” high; base is 5” deep. Made of 
heavy gauge steel and finished in soft grey enamel. Easy 
to use copy prop that keeps all copy material in full view 
at sight level. Permits copy work from large ledgers and 
bulky material, conveniently angles for eye-level fast ref- 
erence, without danger of tipping. Priced at $1.20 each. 
At $1.10 each in carton lots packed six to the carton. 


Hall-Welter Co., Rochester, N. Y. 


Error-No Copyholder 


@ Dimensions: Built in seven sizes, taking copy in each 
case up to the inches of width indicated by the numbers: 
12, 16, 20, 24, 28, 32, and 36. 

Constructed entirely of steel and in a non-glare finish. 
Counter-balanced principle of construction and operation. 
In the operation of machine, weight of plate is counter- 
balanced so that in reality, in the operation of the machine, 
all that is being lifted is a piece of paper. Weight of the 
plate itself is offset by a counter-balance. Claim Error-No 
copyholders have increased typing efficiency up to 40 per 
cent. Priced from $27.50 for the Model 12 up to $42.50 for 
the Model 36. 


Kobler & Co., 81 Fenimore St., Lynbrook, N. Y. 


No. 90 Copyholder 


@ Sheet metal plate 9” wide, 114%” high, with a 3%” shelf 
along the bottom edge. Hand-operated guide and paper 
clamp for either right or left hand operation. Heavy iron 
base with non-skid rubber mat. Adjusting mechanism per- 
mits setting the reading angle and height of plate. Grey 
finish, non-glare. 


Replogle Globes, Inc., 2 Park Ave., New York 


Newsboy Newspaper and Copy Holder—Model No. 50 


@ Approximately 12” high by 9” wide. All metal, available 
with copper, ivory, coral or blue finish. Can be used for 
holding stenographic notebook, or sheets of typed or writ- 
ten material to be copied. Also useful as a book stand. 


Rite-Line Corp., 1025 15th St. N.W., Washington 5, D. C. 


All Metal Copyholder 


@ Dimensions: 5%” x 5%” x 7”. Made of steel and brass. 
Attractively finished. A sheet easily inserted. Upon com- 
pletion of a line space bar is pressed the same as space bar 
on a typewriter. Copy moves up instantly so that the guide 
is directly below the next line to be copied. Adjustable to 
vision; will take any size copy up to 20”. Can be put away 
in desk drawer when not in use. Portable in that it does not 
have to be attached to desk. Also holds stenographer’s 
notebook. Price $15.75 plus tax. 
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Copyholder by Copy Right Mfg. Co. 


Remington Rand, Inc., 315 Fourth Ave., New York 


Line-A-Time Copyholder 


@ Dimensions: Model No. 12 (to accommodate 12” copy) 
height 20” width 15”. (Other sizes for copy up to 36” width 
available). Steel, with black crackle, non-glare finish; ac- 
commodates all types of copy, including stenography note- 
books. One-handle, finger-tip operation. Independent non- 
drag clutch action for raising and lowering copy. Copy held 
at eye level behind typewriter in natural reading position. 
Line of copy is automatically underscored. 

Price—Model No. 12, $13.50. 


CALCULATORS 
Tools of the Olfice 


(This item inadvertently omitted from December installment.) 
Marchant Calculating Machine Co., Oakland, Calif. 


Figuremaster Calculating Machine 


@ Semi-automatic; has all features of an automatic ma- 
chine except automatic multiplication. Automatic point-off 
in division; 40 per cent greater dial visibility; “phantom 
touch” key action; may other features. Available in 10 or 
8 bank capacities. Fully automatic models also available. 


Marchant’s 
semi-auto- 
matic Figure- 
master 
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new things in the news 


FOR OFFICE PRESENT GIVING 
the Parker Pen Co., Janesville, Wis. has three new 
"21" desk sets, each featuring holder base of Ped- 
rara onyx or Black-Gold marble. Each pen has Oc- 
tanium metal point for smooth performance and 
modern touch to the desk it adorns. Priced from 
left to right, at $15, $12.50, and $10. 


ADJUSTABLE TRIMMING BOARD STOP 

the Trim-True, attaches to any standard board. It 
is equipped with a pair of slidable stops permitting 
selection of any desired measurements along the 
rule. The stop nearest the cutter blade determines 
width, the second stop controls the length. Device 
provides means of duplicating measurements with 
or without benefit of illumination. Extra stops can 
also be had, and bar lengths are available to match 
any board. A product of the Webster Instrument 
Co., 11856 Mississippi Ave., Los Angeles. 


EYESAVER RULER 
model 50E-12, is the latest produced by the Seneca 
Novelty Co., Inc., P. O. Box 30, Seneca Falls, N. Y. 
Extra heavy, with a varnish finish and a brass edge, 
this model is 1!/4-inches wide; '/g-inch thick. A two- 
color scale is printed on the bevel. Retail priced 
at 10 cents each. 


STEEL SHELVING 
instantly movable and assembled without the use of 
tools, is the latest product of Equipto, Division of 
Aurora Equipment Co., Aurora, Ill. A special lron- 
Grip stud saves sixty percent of the assembly time. 
The stud slips into a hole in the shelf and into a 
key-hole in the upright. The shelf is pressed down 
and the bly is plete. The more the load 
the tighter the shelving grips. No nuts, bolts, or 
tools are needed for shelf or divider adjustment. 
Shelves are movable on 1!/2-inch centers, dividers 
#4 |-inch centers. All parts are adjustable from 
. “4 , ; é trout of unit. lron-Grip construction is available 
4 is wpen and closed shelving, parts bins, and counters. 


’ iy V/, Ya UA 
‘< %, SENCO 4 EVESAVER V4 
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LET US TELL YOU 
WHERE 10 GET II 


Whenever you are in need of any 
type or brand of office equip- 
ment, commercial stationery or 
maintenance supplies which your 
regular source of supply cannot 
satisfy, call on the Subscribers 
Information Department of 
OFFICE MANAGEMENT AND 
EQUIPMENT for assistance. 


We maintain a permanent staff 
in our Directory Department—a 
staff that works all year long cor- 
recting lists of manufacturers, 
distributors, classes of merchan- 
dise and trade names, keeping 
records up-to-date to serve you 
with dispatch and efficiency. 


Daily, we receive phone calls and 
letters from office management 
executives all over the country 
who are in search of the best 
sources of supply for individual 
pieces of equipment or large 
quantities of office supplies, fur- 
niture and appliances. 


Ask us to help you solve your 
office equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 


and Equipment 
212 Fifth Ave., New York 10, N. Y. 
Phone MUrray Hill 9-4411 
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When you use... 
KODAGRAPH 
CONTACT 
PAPER 


@ It's made by Kodak .. . specifically 
for use in all types of contact photo- 
copiers. And it’s “THE BIG NEW 
PLUS” in the office copy field. With it, 
you can reproduce your letters, charts, 
drawings more economically than ever 
before . . . get better results—photo- 
copies that sparkle . . . that enhance the 
detail of your originals. 


Why? Because Kodagraph Contact 
Paper combines a new high-quality pa- 
per base and a new high-contrast emul- 
sion . . . has exceptionally wide latitude 


Mail coupon for free booklet 


..and amazing uniformity ... from 
sheet to sheet, package to package. 

These features simplify photocopy- 
ing ... eliminate the need for split- 
second timing ... intermittent trial-and- 
error testing... give you photocopies 
in dense photographic blacks, clean 
whites .. . at low cost. 

There’s nothing new to buy but the 
paper itself. And its price is approxi- 
mately that of other photocopy papers. 
So make your next order—Kodagraph 
Contact Paper . . . and see for yourself! 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 


Please send a free copy of your new Sieieael booklet giving all the facts 
on Kodagraph Contact Paper—THE BIG NEW PLUS in photocopying. 


Name 


(please print) 


Department 


Company 


Street 


City 


State 


TRADE-MARK 
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SAMPLE KIT 

of a new thermosetting resin compound, Adhesive 
A-l, is available from the manufacturer, Armstrong 
Products Co., 419 North Broadway, Burket, Ind., 
priced at $1. The new adhesive, which contains 
no volatile solvent and which will not shrink or 
swell upon hardening, joins metals, glass, ceramics, 
plastics, woods, and other rigid materials to them- 
selves and to each other. No primer coating or 
open assembly drying is required. The surfaces to 

bonded are simply coated with the material, 
brought together and held with pressure sufficient 
to maintain uniform contact. The resultant bond is 
said to be moisture and weather resistant, and 
permanent. Adhesive A-! is available in pint, quart, 
gallon, and five-gallon pails. 


OFFICE FILE 
model S124, single drawer type, is manufactured 
by the A. C. Werner Co., P. O. Box 847, Lodi, Calif. 
Constructed of 22-gauge cold rolled steel through- 
out, this model is 10!/2 inches high; 24 inches long; 
and 12!/g inches wide. Drawer slides on rollers at 
the top and bottom. Available in letter or legal 
sizes, the file has a finish of olive green or hammer- 
tone grey. File interstacks and locks. 


INTRODUCED 

recently by the Fulton Marking Equipment Co., 
(formerly the Fulton Specialty Co.) 82 Fulton St., 
Elizabeth, N. J., is their Dri-Kwik round cornered 
stamp pad box. Its edges are drawn and rolled 
with round corners which prevent ink leaking from 
pad. The box is modernly designed and features 
an attractive cover. 


FIGURE-MATED PAYROLL TAX INDEX 
which computes in one operation not only the of- 
ficial Withholding Tax but the new 1950 Social 
Security Tax of each employee as well. Index con- 
sists of a finger-tip-controlled cylinder on which is 
mounted a chart for whichever payroll period is 
used. From Rapid Office Devices, Inc., Dept. 136, 
55 East Washington St., Chicago. 
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give better service. 


dollars when they buy Webster 


{ dependable service day 
es for the past 


Because they last longer and 


: their duplicating 
oducts assure you © 
on why leading offic 


P.A.’s always get more fo 
These high quality pr 
That's the big reas 
ght the Webster brand. 


supplies. 
after day after day. 


G1 years have consistently bou 


EXTRA WEAR MEANS EXTRA VALUE IN EVERY WEBSTER PRODUCT 


1. Webster’s Tabulating Ribbons . . . made with high 


grade, woven edge cloth, properly inked for each type of 
machine to guarantee longer wear. 


2. Webster's Micrometric Carbon Paper . . . with its ex- 
clusive numbered edge eliminates retyping for spacing 
errors. Gives clear, sharp impressions even after continuous 


hard usage. 


3. Webster's Pencil Carbon . . . gives 100 impressions which 


last as long as the paper on which they are written. 


4. Webster's MultiKopy Typewriter Ribbons have to be 
changed only half as often as standard ribbons. Made in extra 


lengths with special ink formulas for every typewriter. 


Next time you need long lasting duplicating supplies of 
dependable quality, order Webster's. Consult your nearest 
dealer or write to F. §. Webster, 9 Amherst St., Cambridge, 
Massachusetts. 


F.S. WEBSTER COMPANY 


Webster’s warehouses in key cities from coast to coast: 


New York, Philadelphia, Pittsburgh, Detroit, Chicago, San Francisco, Cambridge 
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| atth the 
YELLOW BOX 
q | tine! 


You save in many ways when 

you use the OAKVILLE 

q YELLOW BOX LINE! 
| 


You save clerical time and 
cost because you can get all 
your paper fastening devices 
in one shipment, from one 
reliable source, with one in- 
voice. 


You save many valuable hours 


5 in every department of your 
ie business because the Oakville S 
oni : line holds better, attaches (o/ 


easier, and does not catch or 
tear important papers. 


You can always depend on 
Oakville performance. The fa- 
mous YELLOW BOX LINE 
has been helping save time, 
effort, and money in offices 
for a great many years. You, 
too, can get all these benefits 


y if you 
ie STANDARDIZE ON THE 
YELLOW BOX LINE! 


ORVILLE COMPANY DIVISION 
ouvssssczzroey SCOVILL MANUFACTURING COMPANY 


+, 
Waterbury 20, Connecticut 
NEW YORK ¢ PHILADELPHIA + BOSTON 
CHICAGO ¢ SAN FRANCISCO 
in CANADA: Brown Bros., LID., TORONTO 2 
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CUTTING OFFICE OVERHEAD 


(from page 38) 
number of person employed are made by deferring 
hiring or replacements, or by accelerating retirements 
which may have been deferred during the more active 
times. Force reduction via layoffs is regarded as a 
last resort. 

Many controllers have noted that clerical costs have 
mounted well beyond their prewar means. As the 
Foundation study shows, they are curtailing these costs 
by several methods, such as methods studies, mecha- 
nized accounting equipment, consolidation of separate 
units, and elimination of duplicate records and activi- 
ties. 

Management engineering firms that specialize in 
clerical cost control claim that clerical costs have 
risen more than any other business expense, and now 
average much higher than pre-war. Such firms suc- 
cessfully apply flow-charting and time-study methods, 
similar to those used in factories, to clerical opera- 
tions. Jobs are reloaded so that each operator does 
one kind of work instead of several, and a reasonable 
daily work-load or stint is set for each job. An im- 
proved worker response is claimed as a result, because 
the work-load is leveled and the “cinch” jobs abol- 
ished. Because each worker has the same performance 
objective, a better spirit of team play develops. 


PERSONNEL IS ABSORBED 


Where such methods are followed, excess person- 
nel is absorbed through transfers, while new hiring 
is delayed. No layoffs are made, as a rule, but the 
natural turnover of clerical help brings the total down 
to par. Savings which range between 20 to 50 per 
cent are claimed for this method of clerical cost con- 
trol. 

Some controllers are effecting savings through abol- 
ishing their unit or detailed records when they find 
duplicate records in operating departments. They 
still retain dollar control and inventory checks, but 
save on clerical expense through making the operat- 
ing departments fully responsible for the detailed 
records of unit quantities in inventory. In other cases, 
duplication has been eliminated by centralizing and 
consolidating records which have previously been 
scattered throughout the plant. 

One manufacturer interviewed in the survey is suc- 
cessfully employing an incentive scheme to control 
clerical expense of its warehouses. Charts are used to 
indicate the number of clerks allowable for a given 
dollar value of shipments. If billings are handled 
with fewer operators than the quota provides, the 
saving is divided among the participating employees. 
Savings were accomplished from the outset of the 
plan, which was installed with the approval of the 
employees affected, after full discussion. 

The forestalling of inventory losses has become a 
major concern of top management, to an unusual 
degree, and strong safeguards are in operation in 
most of the companies visited. The foundation 
survey shows that many controllers are fully accustom- 
ing their managements to the advance planning of 
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New building and typical offices of The John 
Hancock Mutual Life Insurance Company, 
Boston, Mass., showing Goodall Mohair 
Casement curtains in use. Of course, Goodall 
3 woven upholsteries and plastic upholstery 
ig fabrics were also used in this building. 
1e Cram and Ferguson, Architects & Engineers 
n Turner Construction Company, Builders 
or 
n- 1350 windows in this huge, modern, air-condi- 
tioned building were to be covered with the most 
1 efficient and most attractive window coverings 
d obtainable. After careful investigation, Goodall 
ey Mohair Casements were chosen for their beauty, 
at utility, durability and easy maintenance... and 
At- Independent laboratory tests prove pee ag their greater ability to reflect the 
ed . sun’s rays. 
ss, Goodall Casement Fabrics equal or superior Made by the largest manufacturer of mohair 
id - . " . casements in the world and Blended-for-Per- 
oa to any other known window interior covering §— formance by the exclusive Goodall process... 
; ’ and used in office buildings, banks, institutions 
vy bi eee pegenete tests recta ~ wate re and homes across the country. ..these beautiful 
ol | Ctenng ad ans mmm alae tec bag amet abs flr every vanaf ay 
to : > daptges> maintenance. They require almost no care while 
it ings cooler in summer and warm in winter. hanging ...a minimum of cleaning . . . will not 
ed stretch, sag or shrink more than 2%. 
- Goodall Casement Curtains 
os are Blended-for-Perpounance 
e Dust Repellent e Won't Sag or Stretch 
a e Washable or dry cleanable °¢ Wrinkle Resistant 
1al © Sun Resistant e Available in a wide range of colors 
in e Guaranteed Vat Dyed and textures 
on e Sound Absorbing 
yo" © 1950, Goodal|-Sanford, Inc. Sole Makers of World-Famous PALM BEACH* Cloth and Suits *Registered Trade Mark 
” GOODALL FABRICS, INC. NEW YORK * BOSTON * CHICAGO * DETROIT » SAN FRANCISCO * LOS ANGELES * MIAMI 
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“BUILT-IN” 
Automatic 


sHeet | 30Q% 


LIFTER MORE LIFE 
a 4 of 


RINGS SHEETS 


SLIDE APART 


=. > 


‘Springs FLAT 


BACK 
RESTS | 


Solidly 


* 


NO OTHER a 
0 P 
RING BINDER 
GIVES YOU q y) 0 ho 
THESE MORE | 
FEATURES Capacity 


S-O 
“Stide-Opentug’ 


RING BINDER 
with 
BUILT-IN 
“Automatic” 


SHEET-LIFTER 


It's amazing! As this binder closes, 
the sheets are mechanically lifted 
up over the rings—freely—without 
the resistance of friction. Wear 
at the punched holes is almost 
eliminated. Reinforcing the holes 
is unnecessary. 


The rings open by sliding apart — 


The Sheet Lifter bears 
the weight of the 
sheets — lifts them 
over the rings. 


A Binder no snapping open to make sheets 
of the jump off the rings. And no snapping 
——— shut to tear sheets or injure fingers. 


Ask your Stationer to show you! 


...Write Today... 
FOR ILLUSTRATED CIRCULAR..... 


STATIONERS 
LOOSE LEAF CO 


MILWAUKEE I, 524 N. Broadway 
* 
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inventory positions as an integral feature of profit 
and loss forecasting and budgeting of operations. 
Economic forecasting and market research enable sev- 
eral of the companies interviewed to anticipate the 
turning point in prices of their raw materials and 
purchased components, and thereby avoid being over- 
extended. 

One manufacturer has devised a particularly flex- 
ible control of inventories, based upon pre-determined 
turnover objectives. A monthly report shows the 
number of days’ supply of key items on hand, in 
contrast with the allowable number of days’ supply. 
This exhibit draws immediate attention to unfavorable 
exceptions. 

In all, the survey brought to light thirty-three cost- 
reduction methods, which have met the test of actual 
trial under current competitive conditions. In addi- 
tion to the areas mentioned, it covers such means as 
product simplification and design, mechanization, re- 
ducing the ratio of indirect to direct labor costs, and 
improving production flow. Copies of the report are 
obtainable at Foundation headquarters, in New York. 

The survey was conducted under the direction of 
Walter Mitchell, Jr., who is research director of the 
Foundation and managing director of the Controllers 
Institute of America. He was assisted by an advisory 
committee of Institute members, including J. Karl 
Fishbach, assistant controller, R. H. Macy & Co., Inc.; 
E. C. Hof, controller, American Brake Shoe Co.; S. W. 
McLaughlin, comptroller, West Virginia Pulp and 
Paper Co.; T. F. Mowle, comptroller, Dow, Jones & 
Co., Inc., and J. J. Waldron, treasurer, Jacob Ruppert 
Brewery, all of New York. 


TEST FOR EXECUTIVES 


(from page 41) 

8. The good executive always carefully builds regu- 
lar tracks and grooves on which action can pro- 
ceed smoothly in routine. 

g. The good executive prevents and neutralizes all 
temperamental interference and difficulty in his 
organization. 

10. The good executive always knows how to suspend 
judgment and seek more facts before acting too 
hastily. 

11. The good executive always takes the research at- 
titude toward his job, the humble scientific spirit 
of inquiry and analysis. 

iz. The good executive is rarely caught unready; it 
is his job to anticipate and prepare for what 
comes. 

13. The good executive never assumes all authority 
and responsibility, but knows how to delegate it 
competently. 

14. The good executive is self-critical. He wants to 
know that he knows. He doesn’t confuse fact with 
opinion. He demands a lot from himself. 

15. The good executive is a good disciplinarian; un- 
derstands how to correct others, hold them to the 
line, develop them by exacting meticulous com- 
pliance. 

16. The good executive is a good talker; speaks in 
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Sa: we 
iting Efficiency 
in Your Office 
with Sengbusch 
Handi-pens 


3 4 now equipped with 


(screw-in feed and point) 


The Sengbusch desk-set line gives you 
the utility and appearance that please 
both routine workers and demanding executives 


Nibin screw-in feed and pen-point is an added feature in the Sengbusch 
Handi-pen line. 
Note! The popular wedge-feed is still available, because many large 
users like the economy of this feed when ee pen points. 
Handi-pens appeal to busy executives and professional people—because 
a / offer smooth, efficient, instantaneous writing service. . 
_ Ideal for the entire office force—they save time and eliminate disturb- 
ing annoyances such as constant refilling, clogging, flooding. They are 


reasonably priced. . 

Have famous “Capillary Action” inking principle—Hold 6-months’ 
supply of ink. Thanks to the scientific Sengbusch method of inking, 
there is no ink deterioration or waste; the last drop of ink in the con- 
tainer is as fresh as the first. 

ese = writing features save you time and bother. 
Standardize on 


engbusch Handi-pens—order from your stationer today. 
Write for circular. 


SELF-CLOSING INKSTAND CO, 110 Sengbusch Building, Milwaukee 3, Wisconsin 


- No. 900 SUEDE Circular—the 
typists’ favorite soft gray eraser. _ 
_ No. 9000 SUEDE WHISK — the Suede 
eraser with new style brush. 
No. 120 SUEDE —all purpose eraser 
for ink and “stubborn” pencil marks; _ 
_ bias beveled for details; broad flat 


WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey 


WORLD'S QUALITY STANDARD 


AT YOUR STATIONER 


surfaces for cleaning. _ 
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WHY? See how fresh and vital she is! Lunch time— 
half a busy day gone—and not the slightest sign 
of a let-down. The secret is her individually-fitted 
Sturgis Posture Chair, which supports and relaxes her 
throughout the day because it insures erect, health- 
ful, fatigue-defeating posture. 


If the work of your office staff lags from lunch time 
on, we suggest you ask your Sturgis dealer to demon- 
strate how Sturgis chairs actually increase office 
production. 


Ever wondered how much bad 
sitting might be costing you? 
If you have—or even if you 
haven't—it might be a good 
idea to read our booklet, “The 
High Cost of Sitting". No 
charge—no_ obligation—just 
good common sense. 


A complete line of executive, stenographic, recep- 
tion and institutional chairs—posture-designed 
for the person and the purpose. 
MAIL THIS COUPON NOW 
The Sturgis Posture Chair Company, Sturgis, Michigan 
Please send us a copy of your booklet “The High Cost of Sitting”. 


NAME. 


COMPANY. 


TITLE, 


ADDRESS. 


CITY. STATE 


POSTURE CHAIR CO. 


Sturgis, Michigan 
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19. 


clear, simple English, with well-formed tones that 
carry, in a moderate tempo, with pleasing inflec- 
tions. 

The good executive uses plain, short, declarative 
sentences, speaking straight to the point in few 
but well-chosen words, graphic and vigorous. 
The good executive’s manner is always marked 
under all circumstances by poise, courtesy, gra- 
ciousness, reasonableness. 

The good executive must maintain dynamic vital- 
ity and energy, have a stimulating personality and 
stay in high gear, so that others will be magne- 
tized. 

The good executive—like a good general—must 
always take and keep the offensive in driving to- 
ward his goal. He must never be content with 
merely being on the defensive. 


COMING EVENTS 


Society for Advancement of Management 
Feb. 2nd-4th 
Management & Personnel Conference 
Northwestern University (Chicago Campus) 


Office Management Assn. of Chicago 
Feb. 27th—Mar. ist 
8th Annual Seminar & Office Equipment Display 
Stevens Hotel, Chicago 


Society for Advancement of Management ; 

Apr. 20th-21st 

5th Annual Time Study & Methods Conference 
Hotel Statler, New York 


Insurance Accounting & Statistical Association 
May 11th-13th 
28th International Conference 
Statler Hotel, Boston 


Paris International Trade Fair........ May 13th-29th 
1950 Annual Exposition 
Paris, France 


National Office Management Assn....May 21st-24th 
Machinery-Equipment Exposition & 3lst 
International Conference 
Municipal Auditorium, Cleveland 


American Society for Testing Materials 
June 26th-30th 
Annual Meeting & Exhibit A Testing Apparatus 
Atlantic City, - 


National Business Show Oct. 23rd-28th 
Annual Show and Office Week Forums 
Grand Central Palace, New York 


AMA Conferences 


Eee ee er eee Feb. 13th-15th 
Palmer House, Chicago 

BNE oo xcivcecardsons sesenanaee Mar. 15th-17th 
Hotel Statler, New York 

OO oo hkons sadccseetesbennssuest Apr. 3rd-5th 
Hotel Statler, New York 

POE: 5 Sond esac eines Seesiuwen ce Apr. 24th-26th 

Navy Pier, Chicago 

FE Re ere ee eT May 22nd-24th 
Hotel Statler, New York 

General Management .................. June ist-2nd 


Waldorf Astoria, New York 
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EVERY DAY... 


A NEW NEED FOR 
* 


C~ ~~ Day after day, modern office procedure 

\~’ calls for aids to smoother and more 
efficient operation. Dennison answers this need 
with index tabs, mending tape, air mail and ad- 
dress labels, paper fasteners and the 1001 


Dennison products that make work easier. 


Dennison offers you a complete line of tags, labels, 
seals and other paper specialties— all designed to 
save time and eliminate errors. 


Dennison Goods are on sale at stationery counters 
everywhere. 


February, 1950 


Made of hard vulcanized 
fibre, dunabe give a lifetime of service. They are 
attractive, light weight, noiseless, do not crack, 
splinter, dent, rust or corrode . . . do not mar floors or 
fixtures. Vul-Cots greatly reduce waste handling and 
maintenance costs. Write today for catalog sheet giv- 
ing sizes, prices and discounts. 


Practical Styles: Round Taper (Nos. 2 & 3) pop- 
ular for office and school room use; Square Taper 
(No. 5) a distinctive style ideal for executive of- 
fices; Round Straight (Nos. 9 & 10) perfect for 
washrooms, basements, stores, mail rooms, fac - 
tories. All styles are available in two standard 
colors: maroon-brown and olive-green. 


Wew! Vmproved / 


Greatly improved manufacturing process 
makes possible new bonded seam construc- 
tion. This adds strength, improves appear- 
ance, assures cleaner waste handii ling— 
your assurance of an even finer Vul-Cot! 


For Sale by Stationers Everywhere 


uarantee This Vul-Cot waste basket 
with ordinary usage should last a lifetime. It is 
absolutely guaranteed as to material and work. 
manship for a period of five years from date of purchase, 
when used only as a waste basket. If during 
that time in such service it proves defective, 
return and a new basket will be supplied. rf 4 


NATIONAL VULCANIZED FIBRE CO. 
Wilmington, Delaware, U.S. A. 
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TASSURES 
YOU INCREASED 
SERVICE AND VALUE 


ee 


CARBON PAPERS” 
TYPEWRITER CARBON BILLING CARBONS — 


_ FAN-FOLD CARBON PENCIL CARBONS — 
CARBON JACKETS REGISTER ROLLS 


INKED RIBBONS 


TYPEWRITER RIBBONS TABULATING RIBBONS” 
Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribbons ADDING Mach. ie 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS 
HECTOGRAPH RIBBONS DUPLICATING FLUID © 


529 So. Franklin St. 401 Wood St. 270 Lata: 
Chicago 7, Il. — Pittsburgh 22, Pa. New York 
Factory: Coraopolis, Pa. mG: 


_ MEN IN THE NEWS 


Louis C. Upton, chairman of the board of the Nineteen 
Hundred Corp., has recently been elected to the board of, 
directors of the Monroe Calculating Machine Co., Orange 
New Jersey. 

Mr. Upton is a director of the National Association of 
Manufacturers, a director and past-president of the Michi- 
gan Manufacturers Association, was founder, president, 


Louis C., Upton 


and chairman of the board of the Upton Machine Co., which 
in 1929, merged with the Nineteen Hundred Washer Co., 
Binghamton, N. Y., and at present serves as a trustee of 
the Committee for Economic Development. 


Henry A. Baker, vice-president and a board member oi 
the McBee Co., Athens, Ohio, has announced his retirement 
as an official and director in order to take a less active 
part in the affairs of the company, it was recently stated. 

Nationally known for his knowledge of railroad account- 
ing problems and procedures, Mr. Baker, who joined McBee 
in 1914, will continue to serve the company in an advisory 
capacity and will be actively engaged in sales in Florida. 

Mr. Baker was elected to the board of directors in 1937, 
and at the same time, became assistant vice-president. He 
served continuously on the board and in 1947 was made 
vice-president. 

18 Nat PF 

Thomas J. Watson, chairman of the board of Interna- 
tional Business Machines Corp. and IBM World Trade 
Corp., and Mrs. Watson plan to depart soon for South 
America, where they intend to visit all of the company’s 
offices. 

While in Rio de Janeiro, Mr. and Mrs. Watson will par-" 
ticipate in a meeting of the World Trade Corp.’s Hundred 
Per Cent Club. Company representatives who have quali- 
fied for the club by reaching or exceeding their 1949 sales 
quotas will travel from all parts of Latin America to the 
Brazilian capital in order to be present for the largest 
meeting of its kind to convene in a southern republic. 


' 


The Friden Calculating Machine Co., Inc., San Leandro, 
Calif., has announced the recent appointment of L. B. Tay- 


L. B. Taylor 


| lor as general sales manager of the concern. Prior to this 
| nomination, he was the company’s domestic sales manager. 
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31 INTERNATIONAL CONFERENCE 
e © * e2,°e 
Annual Office Machinery and Equipment Exposition 
Municipal Auditorium—May 21-22-23-24—1950 
Cleveland, Ohio 
ne Conference Theme: "PLANNING OFFICE ECONOMIES” 
‘< MEN MATERIALS MACHINES 
© of For Information, Write 
nent 
tive NATIONAL OFFICE MANAGEMENT ASSOCIATION 
se 132 West Chelten Avenue Philadelphia 44, Penna. 
~Bee 
sory 
ee Before You Buy — ~ 
He Compare Murphy Chairs... | MURPHY CHAIRS 
nade not merely with other chairs in the same B 3 
price field, but with ANY CHAIR at ANY No. 279 EXECUTIVE SWIVEL 
PRICE! Pecan wood — Walnut “8 ny 
rna- HERE'S WHY— tric’ Adjostable ©. Weight 52 pounds. 
rade % An office chair must be strong 
outh Murphy Chairs are made of Pecan wood, struc- : 
ry turally stronger than any other North American ie 
iny s hardwood. All back posts, fas ¢ and back rails | 
are steam bent to avoid breakable cross-grain. s 
par-" % An office chair must have com- 
dred fort 
uali- ae A Chairs have ory counties joe _ 
sales 4 FIVE adiuctments oF pt an coat ont 
the ie 
as of An office chair must harmonize 
urphy Chairs are offered in a full line of up- 
holstered and wood seat styles and designs, giv- 
1dro, = LS en selection to fit any office furnishing 
Tay- ji 
MURPHY'S 
MEANS 
MURPH-EASE 
JUST SIT- 
THEY FIT! 
mpi) SINCE 1872 OWENSBORO, KY. 
nid ... PRODUCTS OF THE WORLD’S LARGEST EXCLUSIVE CHAIR MANUFACTURER 
ager. 
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MEN IN THE NEWS 


Charles E. Love, general sales manager of International 
Business Machines Corp., 590 Madison Ave., New York, 


was elected vice-president in charge of sales at a meeting 


i: of the company’s board of directors, recently. 
4 Mr. Love joined IBM in 1932 as a student sales represen- 
" | tative, subsequently became sales instructor in the com- 


...WITH OUR 
COMPLIMENTS 


Charles E. Love 


pany’s training school, and then served as electric account- 
| ing machine division manager in Boston and Chicago. 

AX | Following seryice in the Navy, he returned to the com- 
. Bp | pany as sales manager of its western district and was ap- 
pointed general sales manager in 1947. 


) 


TRYREX—the pen- 
cil with the special 
shape that fits 
your hand—will 


ed 


Promotion of several members of the sales administration 


Los Angeles zone office, succeeding Clifton W. Hunt, re- 
Try for yourself, see why you | tired. As his assistant, Delbert F. Brown was made sales 
supervisor. Richard C. Browne, manager of the company’s 


| 

| . . . . 

should choose waterproof Omega imprinter division, has been made field supervisor, assisting 

Len T. Thomasma, assistant general sales manager for 

H - ie ; on " > + : 

colored pencils. Check for strong six midwest zone offices. New head of the imprinter di- 
er lead, brilliant color, the thin 


vision will be Harold E. Miller. 
lead that holds a needle point, force, has been assigned to Rochester as director of sales 


force of the Todd Co., Rochester, N. Y., manufacturer of 
* not roll. | fraud-preventing checks and allied products, was recently 
q | announced by Gilbert J. Owen, vice-president and general 
E : sales manager. 

| M. Gregg Swarthout has been appointed manager of the 

! 

| 

' 


Robert W. Geoghegan of the company’s Chicago sales 


. ° f | education and training. He succeeds Edward Klein, who 
lightness of pressure required or | has taken over a special field assignment. 


ends a ; 
clean, sharp figures, colored Dr. Irven Travis, in charge of electronic research at 


the Burroughs Adding Machine Co., Detroit, was recently 
elected a director of the company at a meeting of the board 
| of directors, John S. Coleman, president, announced. 


for instant selection. 


e | Reece £ ~ ae monet ¢ » Bie. 

A uest on your business letter- | Dr. Travis, formerly supervisor of research of the Uni 
req versity of Pennsylvania's Moore School of Electrical En- 
head will bring youd sample. gineering, became associated with Burroughs as research 


Dr. Irven Travis 


COLORED PENCILS 


MAKERS OF ROYAL SCOT | director in 1949. He has also served as a consultant to the 
AND FUTURA General Electric Co., and the Reeves Instrument Co. 
When Dr. Travis joined the company’s research labora- 
7 ¥ | tory at Philadelphia, his responsibilities included the co- 
: RICHARD BEST PENCIL co. ordination of all electronic research activities in addition to 
; ‘ supervision of the work of a large staff of scientists and 
j ; a Dept. M, Springfield, N. J. technical assistants. 
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STREAMLINED 
FOR GREATER 
EFFICIENCY 


Dri-Kwik’s newly designed box with rolled 
edges and rounded corners is modern, smart- 
* looking, with the kind of eye-appeal that 
e stimulates sales. 


* The pad itself needs no build-up to those 
e already selling it. Dri-Kwik Stamp Pads are 
carefully constructed of a specially woven 
felt and muslin on a perfectly insulated 
block, Nature’s lightest and most resilient 
® foundation. It is inked with Dri-Kwik Ink, 
e specially made from a secret formula, odor- 
iess and instant-drying when stamped, moist 
while in stock. Colors—red, black, violet, 
blue, green, Cellophane wrapped. 


Dri-Kwik Pads are good, steady sellers. Be 
sure you have plenty on hand. Now avail- 
¢ able for immediate delivery—Sizes $1 2-3/,” 
e x 414” and $2 314” x 614”. 


e Inquiries invited. 


* Marking Equipment Co. 


82 Fulton Street Elizabeth 1, N. J. 


* 
February, 1950 
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Chairs of 


Superlative Value 


a —_— 


No. 4802 No. 480014 


26” high back 


Luxuriously Comfortable 


Taylor 
Deluxe High Backs 


for top executives, 


club offices, professional 
men—those who appreciate 


the finest. 


The chairs shown above are truly distinctive. 
They have the appearance one 
associates with successful men. 


naturally 

The deep 
pillow-spring cushioning gives 26 inches of 
support to the back and extra comfort for the 
user. 


No 480014 has loose spring-filled cushion 
over a deep spring platform. Cush- 
ion upholstered—leather one side, 
matching Gros Point on the other 
side. 


Write for illustrated folder and 


name of nearest dealer. 


THE TAYLOR CHAIR CO. 


BEDFORD, OHIO 
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aS/; stood the | 
test por 50 yeats 


Big business has discovered this little soap 
eraser . . . tried and tested for 50 years. You 
see it in offices everywhere. There’s no gen- 
eral pencil eraser like it in the world! 


THE ROSENTHAL CO.., 45 E. 17 St., New York3 


ides 


HIEYE 


ea 


se FOREVERYTHING 
Res Dus aly a 


i 


faurants the country over agree that Heyer 

Gelatin Rolls or Films make a good impression 

everytime. 

When it comes to duplicating reports, price lists, 
bulletins, or announcements . . . you, too, will 
find that a Heyer gelatin roll or film gives a 
clearer, stronger impression. 


Made of brilliant copying, and highest quality 
materials . . . Heyer Gelatin Rolls or Films find 
favor everywhere. And remember . . . they are 
available for any make or model duplicator. 


Write for Complete Catalog 
Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 


1848 South Kostner Avenue * Chicago 23, U.S.A. 
OFFICE MANAGEMENT 


MEN IN THE NEWS 


B. F. Cutler has been appointed assistant to D. R. Zen- 
ner, president of the McBee Co., Athens, Ohio, manufac- 
turers of special accounting devices and forms. Besides 
taking over specific duties assigne dto him, Mr. Cutler will 
act as coordinating head of all departments whenever the 


B. F. Cutler 


president is absent, and in addition, will retain his position 
as treasurer of the company. 

After several years in management engineering work, 
Mr. Cutler joined McBee as controller in 1939. He was 
elected treasurer in 1948. 


C. D. Proctor, who recently retired from American Type 
Founders Sales Corp., New York, where he had been vice- 
president in charge of domestic sales, and general promotion 
manager, has recently joined the G. M. Basford Co., New 
York advertising agency. He will be manager of a newly 
created division of sales services. 

Mr. Proctor had been advertising manager of the Kala- 
mazoo Loose Leaf Binder Co., general advertising manager 
of Remington Rand, Inc., general sales manager of the 
Hygrade Petroleum Corp., and promotion manager of the 
American Salesbook Co. 


Hartley Perry Smith has been named manager of the 
engineering department of the Underwood Corp.’s general 
research laboratory in Hartford, Conn., succeeding G. W. 
Spahr, who retires after directing that department since 
1936. Announcement was made recently by Philip D. 
Wagoner, chairman of the board. 

Mr. Smith joined the company in 1945 and served at the 
Hartford works in important capacities until his transfer 


Hartley P. Smith 


to the research laboratory in 1948. He is a member of 
the American Society of Mechanical Engineers. 

In announcing Mr. Spahr’s retirement, Chairman Wago- 
ner said “he has successfully administered the organization 
and engineering activities of the laboratory during a period 
in which many of our most important products have been 
conceived and produced.” 


The Underwood Corp., One Park Ave., New York, an- 
nounced the recent retirement of Blaine Rawdon, New 
York district manager, at a dinner given in his honor at 
the Statler Hotel. Mr. Rawdon joined the company in 
1910 and over a period of forty years, served in a number 


of responsible positions. He was appointed honorary dis- 
trict manager. 


AND EQUIPMENT February, 1950 
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MEN IN THE NEWS re ——* = 

—_ - 3 
m World’s Finest — 

| The appointment of James R. Agee, Judge of the Ala- . ; Ree 
a meda, Calif., County Superior Court, as a director of the Pencil Sharpener : Sareea 
es & 
rill 
: PAYS FOR ITSELF WITH 


a ee SAVINGS ON PENCILS! 


Marchant Calculating Machine Co., Oakland, Calif., was 
announced recently by Edgar B. Jessup, Marchant presi- 
on dent. 

Judge Agee, well known for his participation in civic 


rk, affairs there, is also a director of the Alameda County- 
oe Eastbay Title Insurance Co. 
The board of directors of Pitney-Bowes, Inc., Stamford, 
pe Conn., manufacturers of postage meters and mailing ma- 
"e- chines, announce the recent election of Harry M. Nordberg 
on as vice-president for sales and services, and the election of 
w Simeon S. Sells to a newly created vice-presidency. At the 
viy same time, the appointment of Elwood M. Davis as general 
; sales manager, was made known. He takes the place of Mr. 
le- Nordberg who succeeds to the vice-presidency made vacant 
yer by the death of Wilbur R. Greenwood last November. 
he Mr. Nordberg, who joined the company as a salesman in 
he 1934, will direct all marketing, product-servicing, and field 
operations. 
Mr. Sells joined the Mail-O-Meter Co. in 1923, one year 
the before it was acquired by Pitney-Bowes. In 1944 he was | Here’s the finest pencil sharpener 
ral made assistant to the president and assigned supervision of | you can buy! Heavy-duty, twin- a 
Ww. the company’s relations with the Postal Service, responsi- | milled, over-size cutters have 28 
ice bilities which he will retain. | cutting edges—over 67” of case 
D. Mr. Davis began his career with the company as a sales- | hardened, honed cutting surface 
man in Philadelphia in 1929. In 1945 he was made an as- | Which sharpen over 125,000 points. 
he sistant to the sales vice-president at Stamford, and later | Automatic Feeding Device ends 
fer the same year was named manager of branch operations. pencil waste—permits operation 
In his new post, he will direct sales of the company’s | asa portable model.Complete with Pencil 
machines. Stop and Point Adjuster. Sharpens all 


size pencils and wood case crayons. Gives 

F. Richard Miller has been appointed a general supervisor years of trouble-free sharpening service. 
of systems and procedures for the Gulf Oil Corp., Pitts- | For demonstration, see your Apsco 
burgh, according to an announcement by W. L. Naylor, dealer, or send coupon. APSCO “Wizard” 
controller. In his new capacity, Mr. Miller will have com- 


of 
F. Richard Miller SS pcg hs +> gaya 
s0- | 
ion 
iod AUTOMATIC PENCIL SHARPENER CO. 
en 1821 Eighteenth Ave., Rockford, Illinois 
| OO Send literature and name of nearby Apsco dealer. 

an- oie — ' | Bi RO BAER, 2. <.ccanncgennavismeunpbbaasecincnipe sae 
ual plete responsibility and supervision of the controller's func- | 
at tion in systems and procedures relating to the company’s | [J Your Name ----.-------.-------------~---Title -~--------. 
nm domestic marketing departments. Oe eee eran ets a eh 
we Mr. Miller's entire business career has been with the | 
ie. Gulf Companies. He began as a clerk in 1921 and in sub- | Ee EERO PE eR ST 

sequent years became general supervisor of tabulating; as- 

sistant auditor of disbursements, and office manager. 
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ACCOPRESS 
BINDERS 
For All 
Sheet Sizes 
4” x 6” 
to 
36” x 36” 


The big binding job in American busi- 
ness today is being done by 


Acco 
Fasteners, Binders and Folders 


Wonderful opportunities for buyers of ACCO 

Products exist right in your territory. New 

builders for your service are now ready. 
See you Stationer. 


ACCO PRODUCTS, Inc. 
OGDENSBURG, NEW YORK 
In Canada: Acco Canadian Co., Limited, Tor. 


PURITAN CHURCHES HAD AN OFFICER 
WHOSE WEIGHTED “TITHING ROD” 
ROUSED SLEEPY WORSHIPPERS WITH 
A HEARTY KNOCK ON THE HEAD 


i va 
| \ i a 
Me 4 


bf SX ul Py. ‘ 

SNF | SS 
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AS EFFICIENT AS A TITHING ROD 

TO ASSURE ATTENTION ARE 

GRAFFCO MAPTACKS 

MARKING IMPORTANT POINTS 

ON STATISTICAL CHARTS AND MAPS. 


! 


MAPTACKS 
and SIGNALS 


GEORGE B. GRAFF CO., CAMBRIDGE 40, MASS. 
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ASSOCIATION NEWS 


The principal speaker at the eighth annual seminar to 
be conducted by the Office Management Association of 
Chicago and Northwestern University at the Stevens 
Hotel, Chicago, February 27th to March Ist, will be Alben 
W. Barkley, Vice-President of the United States. He will 
speak at the banquet which will climax the three-day pro- 
gram on the evening of March Ist, and is expected to dis- 
cuss a topic which will be of vital interest to all business 
executives. 

Outstanding authorities will speak on the program which 
is expected to attract close to 1,000 office and business 
executives from all over the Middle West. Waldo Wil- 
liams, Aldens, Inc., and general chairman of the seminar, 
said that the office equipment display, which is to be held 
in conjunction with the seminar, has attracted 78 manu- 
facturers of equipment and business devices. These in- 


| clude: 


Acme Visible Records, Inc.; Addressograph-Multigraph 
Corp.; Allen Wales Adding Machine Agency;. All-Steel 
Equipment Co.; American Automatic Typewriter -Co,; 
American Lithofold Corp.; American .Perforator 
Co.;. Anderson - Church, Inc. (Sound = Scriber); A. 
K. Andrews Co.; Art Metal Construction  Co.: 
Edwin C. Barnes & Bros. (Ediphone ‘équipment); 
The Bircher Co., Inc.; E. W. Boehm Co. (A. B. Dick): 
Boom Electric & Amplifier Co., Inc.; Burroughs‘ Adding 
Machine Co.; Chicago Bureau of Filing & Indexing; Inc.: 
Cincinnati Time Recorder Co.; Clary Multiplier .Corp.;: 
Commercial Stationery Co.; E. Conway, Ine. (electric 
fans); Ralph C. Coxhead Corp.; Davidson Sales & Service 
Agency; Dictaphone Corp.; Diebold, Inc.;. Ditto, Inc.; 
Duplicopy Co.; Elliott Addressing Machine. Co.; Encylo- 
pedia Britannica; File House, Inc.; Friden “Calculating 
Machine Agency; General Fireproofing Co.; Globe Furni- 
ture & Stationery Co.; Gray Audograph Corp,;) Harmon 
& Co. (Hush-A-Phone); Horder’s, Inc. 

Illinois Bell Telephone Co.; International Business Ma- 
chines Corp.; Jones Commercial High School; Lee F. 
Kollie, Inc. (Business Systems); LeFebure Corp.;. Mar- 
chant Calculating Machine Co.; Marr Duplicator Co., Inc.; 
Marshall Field & Co6.; Marshall-Jackson Co.; The McBee 
Co.; McCaskey Register Co.; Monroe Calculating Machine 
Co.; Mosler Safe Co.; Multistamp Chicago Co.; National 
Cash Register Co.; Office Equipment Co. of Chicago; The 
Office Magazine; Office Management Association of Chi- 
cago; OrFice MANAGEMENT & EQuipMeNt; Olivetti 
Export Division; Pitney-Bowes, Inc.; Rand McNally & 
Co.; Recordak Corp.; Remington Rand, Inc.; Rex-O-Graph 
Sales & Service; Robotyper Chicago Co.; Rockwell-Barnes 
Co.; Rol-Dex Division (Watson Mfg. Co.). 

Royal Typewriter Co., Inc.; Spak & Natovich, Inc.: 
Standard Duplicating Machine Corp.; Standard Manifold 
Co.; Statistical Tabulating Co.; The Stenotype Co.; Tall- 
man, Robbins & Co.; Tiffany Stand Co.; The Todd Co.. 
Inc.; Transkrit Corp.; Triner Sales Co., Inc.: Victor Ad- 
ding Machine Co.; Weber Addressing Machine Co.: Wheel- 
dex Chicago Co.; Workman Service, Inc. 


The most efficiently pre-tested employees that industry 
can hire are to be found among the ranks of properly re- 
trained and rehabilitated disabled workers, a leading physi- 
cal medicine and rehabilitation physician told members of 
the National Office Managers Association recently at a 
meeting in the Belmont Plaza Hotel, New York. 

Pointing out that disabled workers had been returned to 
good health by proper medical and surgical care, Dr. 
Howard A. Rusk, professor and chairman of the department 
of physical medicine and rehabilitation, New York Uni- 
versity-Bellevue Medical Center, said that these workers 
had also undergone the most thorough testing to discover 
their vocational aptitudes and abilities. 

“The guarantee of rehabilitated and retrained disabled 
workers that they will fulfill the exact requirements of 
jobs for which they are qualified is better than similar guar- 
antees made by any other group,” Dr. Rusk said. 
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i * ye : = va 
t When You Buy at These Prices 
“si One Dozen Two Dozen Gross 
en ormore ormore of more 
ill 14%" 15" 1" $1.20¢€a. $1.00¢ca. $ .85 ea. 
o- 16%"17" 1" $1.50 $1.25 $1.06 
is- 16%"17" 2" $2.40 $2.00 $1.70 

Ss 

Steno Size Reversible covers — attractive 

ch Spongex123R green or brown frieze on one 
. side, rattan-like fibre on reverse 
ir, side. 
ld Stenographer cushions (123R) 
u- and Standard cushions (125R) 
“i made of bonded, shredded 
Dh sponge rubber. Executive cush- 
el Standard ions (225R) made of light- 
ot Spongex125R _—_ weight, bonded Texfoam. 
A. Order assorted styles as desired 
:. —figure prices on total quan- 
): tity ordered. 
1g Minimum order on one style is 
ee one dozen. Terms: 1% 10 days, 
se ; , net 30 days, F.O.B. Shelton. 

re xecutive 
“es Kav — Texfoam 225R Order from 

o- 
ie “ THE CLAROTYPE CO., INC. THE SPONGE RUBBER PRODUCTS CO. 
e | R — a 261 Broad way, New York 7 314 Derby Place, Shelton, Conn. 

n Nh = 

a- 

F. 
ir- 
Ce 

ee 
ne 
al 
he 
1i- 
tti 
& 
Dh 
es 
- Trademark z ne ‘ > Enews Se 
: NSFILE .cim FILES Sie, > 
NM BOARD Tables, Sorting Racks at 
»]- : 2 i, % . “ o) 
are the practical, low cost method of keeping End k-Endorsing ’ 

; semi-active and inactive records accessible at all 
cod times. Reinforced by steel, each file is a complete 
si- filing unit in itself. Units can be stacked into 

of strong, rigid batteries. Steel front is available 

; on 2 styles. Roller bearing drawer suspension is 

os available on the De Luxe model. Check your 
Dr. stock and order today. 
nt 
ii- e 3 STYLES e 13 SIZES 
rs 
er Write for Your New Gussco Filing Supply Catalog 
- GUIDE SYSTEM & SUPPLY CO. 

o F a 3 . ie 
ir- 335 Canal Street New York 13, N. Y. me etal : Ltd., Tora " 
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CLASSIFIED ADVERTISING 


CONTAIN THE STRONGEST AND 
SMOOTHEST LEADS YOU CAN 
BUY FOR COMMERCIAL USE. 


WITH 
PROCESSED 


NATIONAL PENCIL CO. 
SHELBYVILLE, TENN. 


Rates are 15¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Position W anted—Male 


OFFICE MANAGER—Controller: C.P.A., 40, ten years’ manufactur- 
ing and publishing experience, ten years’ public accounting. Salary 


requirements depend upon resp bilities d, and location 


Box OM-65. 


NOW AT LIBERTY—an administrative assistant, right hand man 
to a top executive. Offering three and one-half years of intensive 
experience in accounting, office management, _ sales, public rela- 
tions, business and sales correspondence. OM-7 


PERSONNEL DIRECTOR. 20 years’ experience large and small 
non-manufacturing organizations. Able administrator, knows employ- 
ment, employee rating, personnel budgets, psychology. aS cost conscious 
coordinator, with a record of cooperative 0 + moenann M-68. 


ORDER, PRODUCTION CONTROL, Office Manager, BBA, thoroughly 
experienced modern office procedures, bookkeeping, statistics, sales pro- 
motion, export connections. 5 languages. Excellent organizer. Thorough 
=a purchasing complete factory supplies, raw materials, etc. 


220 FIFTH AVE. am 


NEW YORK 4a” @eraperr 


u. ¥. 


local supplier 


cannot serve 
you... write 


to us for free 


DESK NAME PLATES TELL “WHO'S WHO!” 


Cloth covered, wood Acme Style No. 15. 

block, grooved and Price: $3.50 with name. 

plexiglass covered. 

Size: 10 x 2%"". Name 37 EAST 12™ STREET 


may be in changeable NEW YORK 3, N. Y. 
letters or on a remov- 


eble embossed card. ce BU LLETI ct co M PANY| 


Address Det. OM-II. 


Give 


Help us build 


Hope Institute 


First model hospital for care 
of advanced cancer patients 


THE NATIONAL CANCER FOUNDATION 
85 FRANKLIN STREET ® NEW YORK 13, N. Y. 


PURCHASING AGENT—STAFF Assistant. 16 years’ experience 
office supplies and machines; electrical, automotive and aircraft. a 
a inventory controls. Supervised staff of 40 people. Age 34 
OM-69. 


Position Wanted—Female 


COMPTOMETER OPERATORS available for temporary emergencies 
They do not go on your payroll. General Calculating Service, 8 Broad 
way, New York, N. Y 


CAPABLE COLLEGE GRAD. _ Experienced executive sec’y, office 
manager, administrative assistant, personnel director, seeks executive 
post five-day week. $3900 min. Box OM-64. 


Employment Service 


BUSINESS ADM.: For Profs. Advertising, accounting, Mgt., Mktg., 
Retailing, etc. Master-Doctors Degrees. Colleges-Universities. Salaries 
to $7,000. Cline Teacher’s Agency, East Lansing, Mich. 

QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its i$th year of service to high- grade 
men, specializes in individualized versenal service, in opening cuntacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams, 
2220 W. Grace St., Richmond, Va. 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communicate with the undersigned. We offer the 
original personal employment service (39 years recognized standing and 
reputation). The procedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
initiative on your part. Your idertity is covered and present position 
protected. Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg., 
Buffalo 2, New York. 


For Sale or To Buy 


OFFICE MACHINES expertly rebuilt, bought, sold. Parts and sup 
plies. Wholesale, export. Checkwriters, —— 2% | BB 4 
Check Writer Co., Inc., 169 William St., York 7 - § 


ACCOUNTING, BILLING, Bookkeeping and Analysis Machines. We 
furnish all special features and rebuild the machines you order to your 
direct specifications. All machines unconditionally guaranteed. Inquiries 


invited. We are also buyers of all makes of office accounting machines 
OM-62. 


GOOD SELECTION of Used Calculating and Accounting Machines. We 
are well known for years as a dependable source for used office equipment. 
All makes Calculators. Both select rough and rebuilt. Accounting 
Machines, include bank, utility, and commercial models. Rough only 
All inquiries welcomed and answered promptly. OM-63. 


Patent Attorney 


PATENT ATTORNEY secures patents, trade marks, copyright; call or 
send me your sketch or model. ag ay advice, literature. Z. H 
POLACHEK, 1234 Broadway, New York City. 
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WITH THE ASSOCIATIONS 


J. S. Pieringer, Jr., chairman of the board of the In-| 
surance Accounting and Statistical Association, has called | 
the regular mid-winter meeting of the beard and commit- | 
tees for February 11th and 12th at the Palmer House, | 
Chicago. A joint meeting of the board and all committee | 
members will be held on the 11th, with the regular board | 
meeting scheduled for the following day. 

At these meetings the program for the 28th international | | 
conference of the Association will be completed, including | 
the activities set for the life, casualty, fire, and accident 
and health sections. The conference is to be held at the | 


IMP ELECTRIC MAIL OPENER 


Cuts Costs — Increases Efficiency 


Speed up the de- 
livery of your in- 
coming mail with 
the use of imp 
Electric Mail 
Opener. Saves time 
—cuts mailing room 
costs—increases of- 
fice efficiency—onl 


$67.50 (plus tax 
a F.O.B, St. Paul. 
+ 
A Write today for 
bed complete details. 


Hotel Statler, Boston, May 11th to 13th, and it is expected | INDUSTRIAL MOLDED PRODUCTS co., Inc. 


that more than 1,000 representatives from over 400 insur- | 609 New York Bldg. 


ance companies writing all forms of insurance coverages | 
will attend. 

Directors of the Association include John Stuart, Em- 
ployers Casualty Co., Dallas, president; George Hamilton, 
vice-president for the life section; W. H. Crawford, vice- 
president for the fire section; J. A. Mills, vice-president for 
the casualty division, and R. A. McIver for the accident and 
health section. 


The February meeting of the Records Management As- 
sociation of New York, was held at the group’s regular 
place, the Oak Room of the Hotel Martinique, New York. 
Miss Ethel Carew was chairman of the activities. 

The first of the evening’s two guest speakers was Mrs. 
Charlotte Lochhead, adult education division of the public 
relations department of the Standard Oil Co. of New 
Jersey. Her topic was “Small Talk Can Be Big.” 

The second guest was Mrs. George Gernsback, who 
spoke in behalf of the American Red Cross. Prior to her 
talk, the members were shown a sound motion picture 
entitled “Your Red Cross,” a short newsreel-type film which 
depicted the varied activities of the Red Cross at work in 
disaster areas throughout the nation. 


Assembling at Whyte’s Restaurant, New York, the) 
Transcription Supervisors’ Association of New York had | 
as its guest at the February meeting, Jules Mitchell Grau- | 


bard, personnel director of the Chase National Bank of | 
New York. 


Mr. Graubard discussed “Office Employment Inter- | ‘ 


viewing.” 


A course on mechanized accounting methods, designed | 
to be of value to controllers, systems designers, accountants, | 
and others interested in modern methods of keeping books | 
of account, is now being given at the evening and extension | 
division of the City College School of Business, 120 West 
46th St., New York. | 

The course is based upon the intensive study program | 
developed by the National Association of Cost Accountants. 
The original research material has been supplemented by 
further investigation, and new material added. 

The instructor is Michael A. C. Hume, associate director 
of education of the New York chapter of the Association. 
He is supervisor of the methods consulting department of 
Bennett, Chirlain & Co., Certified Public Accountants of 
New York. The course began February 9th and lasts fifteen 
weeks. 


Matthew Roberts, president of the National Office Man- 
agement Association’s Boston chapter, has been appointed 
trust operations officer by the Boston Safe Deposit & Trust | 
Company. 


Ward Disiributes Wheel Ink Plate 

Walter E. Ward, 246 Fifth Ave., New York, has recently 
been appointed distributor for the porous metal Wheel Ink 
Plate, a new concept in stamp pads. 
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St. Paul 1, Minn. 


A Snappy Salesman 


of seventy-five years ago looked like 
this. Today he has doffed the checks, 
the high hat and the walrus mustache, 
but he still depends upon his 


Beach's 
"Common Sense" 
Expense Book 


to give him a quick, accurate record of 
his traveling expenses. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2 


Stedmatler 


TWO DRAWER LETTER 
FILE ON BASE 


The Build-Up Unit 
16" Deep, 30!" High 


Electrically welded throughout. 
Made of heavy guage steel. 


$24.95 


with locks $28.60. 
HIGHER ON WEST COAST 


At Your Local Stationer 


ART STEEL SALES CORP., 
170 West 233rd Street, New York 63, N. Y. 


FUTURA GREY 


the original and still the best! 


3 at %”, 1%", 


In demand — because they are strongly 
made, long lasting, economical to use. 
L.E.B. Binder Clips are precision made 
of rustproof tempered spring steel. 
Nickel-plated removable handles. 


CUSHMAN & DENISON MFG. CO. 


135 West 23rd Street, New York 11, N. Y. 


OFFICE MANAGEMENT AND EQUIPMENT 91 


Prk - f re, mee... \t > eS, : i La se ‘sh 
e z ' a) = ‘ 7 st ae ae oe s a7 ; a . ‘y F ; oe 5 : ; | . 
& : . 2 Ne a eG pot peel oi: = w * x 
z EE EE LT A meinen . 
RR TTS 
be 
a 
é _ ee. 
_| *: : nt Po 
Qn 
an 
ve 
la- a 
EE eee | 
: s™ 
y- . 
us ‘ 
a" 
: 7 teres ’ 
4 Saeoceety S 
LLY ST YTS ee | 
a WORBEEE 
{ \ auytebssges vce: 
a | je 
P * ° * «t 
| tessa 2 
3 ASHE . 
rine Hae q 
7 dae ti a 
, yy y is! ‘sey 
re hoe 
| ty ‘ 
es . 
, | tf F a 
7 eal ts 
or 4 
= pars | 
: Pe <s | 
ve ' ) 
————————————— vO 
: . 
RAI ot Ga = e 
* { - | a | 
es 7 ) 1 
1s - 3 . a | 
le ae — . ' od , 
: ~ ay - sR 
oo ~ 4 ~ “* 
1e | =. a | 
id | : | 
1- 
it P| 
mn 
| 
; 
Ree RENE ESR EO ARTE A I 
| E.B ic \ 
5. . 
+ bd - | 
"e re] | 
: BINDER CLIPS 
=~] | | 
. Ve 
A Mil / | 
| | , 
(4 
a | SAX ve | 
= | : 
6 _— 
N i . 
| ) e 
: , , _ 
PF ee 
x i, ace kg % io ees Re Mee | So eo ae ae 3 ee ae a 
— —hl———s bd a oe — Ae >) Sa es or : 
? ar d me = 7 yf 4 Poi ae = 7 ; ae f ee 
J —_ sl ee oe " <a. eee ; <f hi” oe ; — 


Play Fair with Your Floors 


BASSICK CASTERS, GLIDES AND RESTS 
LENGTHEN LIFE, PRESERVE BEAUTY 


You can save expensive mainte- 
nance costs and lengthen the life 
of your floors and floor coverings 
by putting Bassick casters, cush- 
ion glides and rests under your 
office equipment—they protect 
against scratching, gouging, 
marking and abnormal wear. 
Office efficiency, too, is im- | 

proved when movable equip- 
ment operates quietly on Bassick 
casters. 


Write, today, for the Floor | 
Protection Equipment Catalog, — 
to Bassick, world’s largest man- | 
ufacturer of casters. Address THE | 
BASSICK COMPANY, Bridgeport — 
2, Connecticut, Division of — 
Stewart-Warner Corp. In Can- | 
ada: BASSICK DIVISION, Stewart- | 
Warner-Alemite Corp., Ltd., 
Belleville, Ontario. | 


DIAMOND-ARROW CASTERS -NOMAR CUPS -NOMAR FURNITURE RESTS + CUSHION GLIDES 


i ae Re 2 Fides 


A 


Acco Products, Inc. 

Ace Fastener Corp. 

Acme Bulletin Co. 

Alma Desk Co. 

American Automatic 

Typewriter Co. 

Art Steel Sales Corp. 

Automatic Pencil Sharp- 
SE PES os cow sawkaeaess 87 


B 


Bankers Box Co. 

Bassick Co. 

Beach Publishing Co. 

Best Pencil Co., Richard .. 84 
Boorum & Pease Co. .... 15 


Cc 


Clarotype Co., Inc., 
Codo Mfg. Corp. 
Cole Steel Equipment 

Co., Inc. .... 33, 3% 55, 36 
Columbia Ribbon & Car- 

bon Mfg. Co., Inc. 
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